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YOU WILL DISCOVER THESE IMPORTANT FEATURES IN JUSTRITE INDEX TABS 
| = 


Ni on-warping. 
Rieinforced gummed linen skirt holds tabbing securely. 
Wiill not crack or discolor with age. 


[5\complete sets of ready-printed inserts. 


Justrite index tabbing is offered in three sizes: 


14" a 38" —_— 4" 


ONCE YOU TRY YOU'LL SPECIFY 
LOUIS MELIND COMPANY 


NEW YORK...CHICAGO...SAN FRANCISCO 


And going places 


Fast 


Winnine more friends 
every day has been the 
experience of Justrite 
Index Tabbing. Already 
a “hit” though it has 
been “out” only a year. 


Those who have used Crystal Clear 
Standard Justrite Tabs in any of the 
seven beautiful transparent colors — 
“Firetruck’ Red, Yellow (Amber), Blue, 
Green, Orange, Pink, or Clear, have 
been amazed by the ease with which 
they may be used. Here’s all you do: 


1. Select index or print on blank insert 


2. Insert in tabbing and cut to desired 
length. 


3. Moisten skirt and attach. 


CUSTOM STYLE 


For the user who prefers tabs of 
assorted and interchangeable colors. 
Package contains 5 ft. of clear tabbing 
and | foot of transparent celluloid 
acetate in each of the following colors: 
red, blue, green, orange, yellow, amber 
and pink. Color strips may be changed 
from one tab to another at will 
Saale 


INDEX TABS | 
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f ; : j, PRODUCT OF COLUMBIA RIBBON & CAR 
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MASTER CLEAN 


IMOVE BE! 
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“a to match in ready-to-use set | 


7 Produces finer Masters faster: 


si a tee arn 


3S | COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
=} Main Office & Factory: Glen Cove, L. I., N. Y. 


New York Sales and Export, 58-64 W. 40th St. Kansas City, Mo., Dwight Bldg. 


March, 1943 OFFICE EQUIPMENT DIGEST 3 
For Purchasing Agents, Controllers, Office Managers 


ab 
° ee \| ates 
at aan a 
Dee ee \| ao 
- Ti ADY- oie - 
: ai™ KON MFG. CO., INC. — 
a 
he a ¢ : a Zz i} 
! -= ita oe ne hs \ 
ady = eo peat 5 J ~ F&F, E fee fd. - fe ee 7 i 
has . oe oo a RM i oe fa 
"7 7 oo PLICATES THE FC ee 2 | 
4 THE FILL-IN [eagles 
AND — >” i 
the z hae ee 3 bt NG ee on bod a Teo oe oe a al & 4 ay : 
“ES ; 
J... S ee Ba if ee ; a i rv 4 pa Rho ‘i 
lave = a os. zs a 4 = mie = os . a, . x % ag Gage. 
hich Nal - oy <= lege a a <—__ a eae + 
\S eae , oa ’ —" @ 
; — — A : ; , - : f o i - 
\) = — aes s a : i ie, a q me ia’ ee \| os 
: ST hy, oe: . fa . a es 
ae a Chie fees = ell oe 
am eS i 44 pages eee ee % Nis: Nt 
a <2 ; z 2 pee . ee age en Tees ; 
N ec eee ie _ ae ‘ae - r a ee  . 1 - 
’ Rages ia ‘ - Dp ical. aes Wea Po he: a, a ae = ee ge 4 \| = 
ae : : 2 2 - j Y = ag a > io 
— : or : a. ae, a” Bos. 
er = ~ aa ae | * f { Sf sy 
7 23 . tal a ivy aw 
a “a bes . A ‘ 
3 . ~ . Tee PORN Ee 
? p = 2 ‘ " iy és ¥ 
re : Lied eee ee , 
. ey aa | 
. 3/4. Oy a Sa co 2 Mt. cape ; : 
of ca, 9» Pd , 3 > SA SA Ah a 4 /g, 4) €& nett» et set —_ = = 
ore. ond awe ¢ { 4 “4 $ ex sc ge’ sags it ee ota” Ma “| oe ——<1— ee = — ; r | : 
ing nies (12 qeaniy VeaaZz 
: = v ~* 
will = ee és Fee eS Fins. +o ey ie meee ne Sg < wo SE 
: co ee Bee Rediebegs A ote oF Ree $ <= aa eee og 
' 3 eee . 
i i oe, as ¥ J ee i 4 aa ’ aes mes a 


i= ease 24 aim et ats 


ee ix 


eee WER Gs Pe eee ‘Be 
hy Sete te : 


Wa aha Gag a ate sh 


The make off TEXCEL 


CELLOPHANE TAPE ] 


CC flank Halement 
S 


V4 


TAPE CORPO RATION 


CHICAGO, ILL. 


3 pusTRIAL 


NEW BRUNSWICK, N.J- 
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CONSERVATION 


... The Order of the Day 


“You will have to get along with fewer pencils 
this year.’” So says Uncle Sam in restricting the 
quantity each manufacturer can make. Waste 
cannot be tolerated—every single pencil must, 
therefore, do full duty, produce maximum writ- 
ing. Nondescript, inferior pencils are “out”— pen- 

cils today must give 100% production. 


MONGOL No. 482, The Business Pencil of the 
World assures twice the wear between 
sharpenings half the work-interruptions of a 
_quick-dulling, nondescript pencil points that 
are 8 times as strong as the average person needs 

a Complastic lead that is uniformly free from 
grit and “Woodclinched” for strength up in 
the wood. 


A SUGGESTION: Choose the degree that gives 
maximum economy for your work—No. | Soft, 
No. 2 Medium, F—Firm, No. 3 Hard or No. 4 
Very Hard. 


**Say MONGOL to Your Stationer’’ 


EBERHARD FABER 


leadershijfz \N FINE WRITING MATERIALS SINCE 1849 
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Of course distributors of SPEED 
PRODUCTS cannot always cash in 


. . Priority 
on the demand these days - 
Ratin determine 
i rien But SPEED 


der-.-- 
tance of an or : 
pone as well as ourselves can find encour 
ers 
in the knowledge that SPEED - 
PRODUCTS have been giving su 
mselves in the war 


good unt of the 
wae re encouraging 
PEED 


effort .-- It is even N° 
to reflect on the position Ss 
PRODUCTS will hold after 


i . A great 
the war 15 won -- 
more users have become SPEED 


may be sure that when 


agement 


many 
conscious and you 
time business is ¥ 


esumed - - - 


peace 


SPEED PRODUCTS COMPANY, 37-18 Northern Boulevard, Long Island City, N. ¥. 


Restricted Items — Discontinued for Duration. Parr Items Available with Proper Priorities: Swingline 
Rubber Typewriter Keys, Finger Tips and and TOT Stapling Machines, Speedmati¢ 
Bands; Long-Reach Stapling Machines and Tacker, Speedway File Fasteners am 
some Staples. Punches, Speedo index Tabs and Sheets. 
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| TUE ADDING MACHINE CO. 


GENERAL OFFICES AND FACTORY 
3900 N. ROCKWELL ST. 


Chicago, He 


TELEPHONE KEYSTONE 6210 


March 1, 1943 


TO ALL VICTOR DEALERS: 


We are sorry that we can't supply all the Victor adding 
machines you would like to have. Uncle Sam, you see, needs 
most of our facilities for war work. We can, however, help 
you more from the standpoint of service than ever before. 


As we all know, the curtailment of adding machine produc— 
tion has already thrown a great burden on existing equip—- 
ment. In addition, “point rationing" will double figure 

work. 


For you, this condition provides an excellent profit oppor— 
tunity in keeping present equipment operating at peak 
efficiency. For us, it is a responsibility—both to you 
and to your customers—to be of utmost assistance in this 


unprecedented job. 


We are prepared to help you, not only in the ordinary run 
of repair work, but in rendering a more complete service— 
with proportionately greater revenue for you. 


For example, we can build the direct subtraction feature 
into some of the older Victor straight adders. In other 
cases, where customers are stepping up their business tempo 
to meet wartime needs, we can install rebuilt electric 
motors in hand—operated machines. 


These are just two examples of a program we have drawn up 
to help you expand your service functions. If you would 
like to know more about this program, we will be happy to 
send you complete information. 


Very truly yours, 


President 
VICTOR ADDING MACHINE CO. 


ROBuehler: re 
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MAKE WORK EASY 


WITH 


Tee eres i ' 
et ay ee OFFICE HELPS 


®©GUMMED LABELS FOR LABEL. 
ING BOXES, SPECIMENS, SAM. 
PLES, ETC.! 


®GUMMED REINFORCEMENTS 
FOR REINFORCING LOOSE 
LEAF PAGES! 


; , en. —) * ADDRESS LABELS FOR AD. 
te Wee | | DRESSING PACKAGES! 


@THESE AND MANY OTHER 
REYBURN'S OFFICE HELPS 
IN HANDY LITTLE BOXES 
HELP MAKE THE DAY'S 
WORK EASIER. 


nto eomosee! as 4% fe 
aid MD 7 BUY THEM FROM 


YOUR DEALER OR 
ADDRESS DEPT. G.R. 


* 
THE REYBURN MANUFACTURING CO., INC. 
% Indiana Ave. and 6th St., Philadelphia, Pa. 
WAREHOUSE: 1100 SO. WABASH, CHICAGO, ILL. 


TYPEWRITER 
RIBBONS 


CARBON 
PAPER 


CARBON 
ROLLS 


GELATINE 
SUPPLIES 


=o : | = j "ALLIED" FOR VICTORY 


ALLIED’S NEW “ECHO” STENCILE 
A genuine Cellulose product 


THE FIRST CHOICE FOR— BEST ASSURANCE AGAINST— 
long runs, sharp reproductions distortion, disintegration 
and stylus work and broken letters 


New Echo Stencil Ink is the ideal companion. Results: clearer, 
stronger impressions and greater ink-mileage. 


WRITE US FOR NAMES OF DEALERS IN YOUR NEIGHBORHOOD 


ALLIED 


CARBON & RIBBON MFG. CARBON & RIBBON MFG. CORP 
165 DUANE STREET 
NEW YORK. N. Y. 
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We pledge ourselves to do everything in 
our power to aid the WAR EFFORT. 


That is the QfE> policy. 


Consistent with that policy, we will do 
everything humanly possible to keep you 
supplied with the fine type of pens you 
associate with the name of )}. In 


fact, because we have worked so hard 


solving this problem for our customers, 


we are now able to tell you that we have 
every reason to believe we will be able 
to substantially meet your demands dur- 


ing 1943, in accordance with government 


FOUNTAIN PENS ° MECHANICAL PENCILS ° REFILL LEADS 


Manujactwred ty DAVID KAHN, Inc. 


NORTH BERGEN NEW JERSEY 
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a © Quality 


QUALIFIES 
IN WAR JOBS 


TYPEWRITER 
RIBBONS 
Cal— 


build a reputation for quality among sec- 
retaries and typists who really care for 
consistently clear, sharp letters. 


Codo- 


CARBON 
PAPERS 


High rated business 
men demand clean typ- 
ing, sharp, black impres- 
sions from start to finish. 

Our new Super-Treated, 
Super Kote and Keen 
Rite Typewriter Carbons 
produce these results. 

Each box contains one 
of our famous (Patented) 
Carbon Gripper backing 
sheets. 

Codo makes carbon pa- 
per for every copying 
purpose and guarantees it 
against deterioration for 
five years. Full details 
are yours for the asking. 


Codo manufactures spirit and gelatine process carbons 
of high quality. 


ditties RING CORP. 


O 


529 South aon St., 270 Lafayette St., 
Chicago New York 
Factory: Coraopolis, Pa. 
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RC KRATS 


The NEW Cacdo- 


An Ideal Fastener 


AND 
6 DIFFERENT 
applications 
will highly _ satisfy 
every demand 
and every user. 


Convince 
yourself. 


Write for 
samples. 


LIST PRICE 
No. 100 —1" 
$10.00 per M. 
No. 102—2" 
$11.50 per M. 


FIFTH AVENUE 
NEW YORK, N.Y. | 


z oS ey a a | EE ee Ce eee ES ee. || eke eee 
Je Ae - 4 ae. =e . a 7. or ; i Fe it 4.3 ee ne a et : 
e 
h za a 
Tee 
Ores 
ee 
ed 
Mae o> SE an 
G AND VERSATILE 
wat 
. Bp Z [( ) } -_ 
cee A ge rE ae ces i 
SY Aa ; a a 8, ¥ bi : 
“a |S S> \ F 
eae » . Speelibbes . . i 
; ed Fe Py i PT > sg. U 
ee aa ; Re ie mg ; 
¥ \. neers, (ec Sade ioe afer 
ean Stamey a \ F 
: , a 
oe a 
ae \ 
- me dy Be 4 7 
Bea | ee ; S 
jm a i 
’ ao : Rr 4 \ 
ie _ ) 
. > Siero i fe. ‘ 
‘, . GG Uo. 
is carver FZ a A 
ce ti a: - & e i * \ Be" 
| “S > he o\Ve 
_—w- Ag F ee \ . 
‘ —_ eS o i. 
, ite oS : = 
i > Sai eo = @ 
d Sees ei. \ig : ey a. . \ 
pe } Pi CS 3 oe ee ao te 
: ae 2 ae o . 
: uid! \ oe 3 es 
: . oi NN Be a . ae 
Fae ma \ : 
ai ii = 
“i ss By Oo 
+ ¢ a x . , 
4 —________ ar | 
i. ? 
ae Cusuman € Denison Mec. Co. 
: aa mepASTENER DEPARTMENET ° 
a : a ae 
s i ae ih és fs a 3 ais re RES a A eeelaaetes 7) ena P SP Na Be 


Waterman’s answers 6 questions 
about sales for 1943 


MOST dealers already know that under WPB order L-227, the production of 
fountain pens during 1943 is limited to 50% of the output during 1941. And all 


dealers join with Waterman’s in welcoming this step which releases vital materials 
for the war effort. But undoubtedly, questions such as the following are uppermost 


in your mind: 


If pen production is now 50%, will 
| get 50% of the pens | received 
last year—1942? 


You may not. First, production is 
based on 1941—not 1942. Again, 
Waterman’s must first meet the de- 
mands of the Army and Navy. 


Will some dealers get more Water- 
man’s because they're “big shots” 
—or because they are nearer the 
Waterman's factory? 


No! That’s the beauty of Waterman’s 
plan of allocation—no matter who 
you are or where you're located, you 
will get your share of Waterman’s 
merchandise, based on your past 
purchases. 


What should | do to get my share of 
Waterman's? 


Your Waterman’s salesman will give 
you the details—or, write us for Ist 
Quarter allocation and complete in- 
formation. 


Will there be changes in the Water- 
man’s line? 


same high standards, with the same 
rigid inspection, with the same extra 
value. 


What about Pen and Pencil Sets? 


Because Waterman’s have developed 
a new pencil mechanism that meets the 
restrictions of the Government order, 
pen and pencil sets will be available 
on Waterman’s allocation plan. 


Are Waterman's Inks allocated? 


No, you can still buy all you want, 
although the demand for Waterman’s 
Ink is the greatest in the history of the 
company. You can still sell Water- 
man’s Inks in the 2 oz. Tip-Fill bottle 
and commercial sizes—in any of the 
& familiar colors including Perma- 


nent Black for V-Mail. 


There are still questions I'd like to ask. 


Ask us! Just write to the nearest office of 
the L. E. Waterman Co., at 55 Broadway, 
New York City: 44 School St., Boston: 
30 East Adams St., Chicago: 23 Grant 


Avenue, San Francisco. 


Yes, there will be some changes which 
your Waterman’s salesman will gladly 
explain. And you can count on this: 
every Waterman’s will be made to the 


Waterman's 


“The Only Pen with the INKQUADUCT” 


UNION MADE 
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: Fifth Avenue Building is 


truly a market place for the 

finest offerings in the stationery, 

greeting card and playing card 
field. So varied is the merchandise on display that 
buyers can usually complete their purchases under 
one roof. That’s why more and more smart buyers 
make The Fifth Avenue Building their FIRST stop. 
The Fifth Avenue Building (owner-managed, as 


you might almost guess from the high standard of 


service) is easy to reach. A subway 
entrance in the building makes it 
accessible to railroad terminals 
and hotels. Several bus lines stop 
at the corner. A Visitors’ Bureau, consisting of 
fully-equipped offices, is available to buyers at no 
cost. Tenants have a 40-place Conference Room at 
their disposal. Fine restaurants, a gymnasium with 
solarium and handball court are also available right 


in the building. 


On Pg next visit to New York make 
The Fifth Avenue Building your FIRST STOP. 


THE 


FIFTH AVENUE BUILDING 


‘More than an office building” 


Broadway and Fifth Avenue at Madison Square, New York 
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You already hd these 8 excellent inks for V---— Mail in stock! 


OFFICIAL NOTICE 


"Printed instructions on 
V-mail letter sheets read: 
‘usetypewriter, dark ink or 
pencil.' Any dark ink photograph— 
ing clearly may be used." 
—BLACK, Third Assistant 
Postmaster General 
Washington, D. C. 


Tests snow that these 8 Carter Inks photograph excep. 
tionally well on V--+ — Mail. 


Carter’s doesn’t request you to stock an extra line of inks 
for V-+- — Mail because these 8 Carter Black, Blue-Black, 
and Blue fountain pen inks are absolutely satisfactory. 


Carter’s regular 10¢ Cubes—Midnight Black and Wash- 
able Black—now carry labels indicating they are correct 
for V- ++ — Mail. 

To assure consumer acceptance, we now supply a V---— Mail 
pull-out tab with each Carter 15¢ Oval in Midnight Black and 
Raven Black. If you’d like a supply of these tabs to bring your 
present stock up-to-date, let us know how many to send. 

FREE: V---— Mail pull-out tabs and a striking V---— Mail 
colorful Window Streamer— Write: 


Feicest foe Foueridin Peat 


Carter’s nk “27.22” 


March, |943 
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NATIONALS 
a PF eacits 


Will Stand the Test of Quality and 


Their Cost Is Reasonable. Ask for Free 


Samples and Prices. 


NATIONAL PENCIL COMPANY 


220 FIFTH AVENUE, NEW YORK, N. Y. 
FACTORY, 


SHELBYVILLE, TENN. 


le Handi-pen set 
(il 


oy ata wood 
base $4.50 to $1 305 


...available—NOW to 
step up desk efficiency 


When you can maintain efficiency, quality, 
and appearance with substitute, non-cri- 
tical materials, you've really got something 
in these days of war shortages. That's 
what many users are finding out about the 
glass Handi-pen set. It gives your desk 
workers the well-known Handi-pen satis- 
faction, because it’s a genuine Handi-pen 
set with all the basic Handi-pen features. 

Handsome crystal, black, or ivory 
glass, indestructible by ink acids. Holds 
2 oz. of ink, fills from any bottle. . . . Or- 
der the new glass Handi-pen from your 
stationer. Also ask about the steeless 
Kleradesk. 


Sengbusch Self-Closing Inkstand Co. 
203 Sengbusch Bldg. Milwaukee, Wis. 


ustrated) $3.00 to 
Single or ~—_ 
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The designing and building of efficient equipment for 


the business office is traditional with GF skilled crafts- 


men. Now that metal has been diverted to the grim 


business of war.:.these craftsmen apply the same skill 


in the designing of wood equipment...thoroughly GF in 


every respect except material. Every GF Wood File, Desk 


and Table possesses the traditional strength, appearance, 


adaptability and longer life for which GF is well known. 


age. 


THE GENERAL FIREPROOFING COMPANY 
— Youngstown, Oheo 
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Made of tough, sturdy stock, the “Y and E” red rope Now is the time to stock up with YawmanotE. You 
YawmanotE line is in great demand for today’s ex- _ will find these tough, rugged units of great help to you. 
tremely active files. All items in the line are durable, 

light weight and water resisting. They are designed 

and built for hard usage and will not dog-ear, tear or 

slump in the file. 


The complete YawmanotE line includes complete 
lines and sizes of red rope folders; binder folders; 
five piece file pockets and — wallets, with red 
rope or cloth gussets; attorney's file pockets; panel 
label holder envelopes; mailing envelopes; one piece 
wallets and pockets, etc. 
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oie YAWMAN AND ERBE MFG. CO. 
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EBERHARD FABER 


Leaderstetpr. IN FINE WRITING MATERIALS SINCE 1849 
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VISION RECORD SYSTEMS 
make an unbeatable hand for 
effective Management Control 


Key men in government and industry require dependable 
facts swiftly—accurately—and economically—because the 
advantageous use of all of our vital assets and the conser- 
vation of all things necessary to Victory are definitely de- 
pendent on proper records for co-ordination and control. 


Today, time means more than 
money. Industry and govern- 
ment “All out” for Victory 
have a greater task than ever 
before . . . to be done with 
speed and accuracy. Acme 
VISION Record Systems are 


helping importantly in this 
“speed-up” program by 
providing Management 
with up-to-the-minute accu- 
rate data enabling them to 
make wise decisions and 
take timely action. 


Acme Visible Record Keeping 
Equipment may be purchased 
on U.S. Government Contract 
Tps-47442 Item 54-F-2325(a). 


Write or wire for your copy of the new 12-page illustrated book “VISION” 
—it will help you visualize and realize on your record knowledge. 


ACME VISIBLE RECORDS, 


122 SOUTH MICHIGAN AVENUE, CHICAGO, ILLINOIS 


COPYRIGHTED 1943, ACME VISIGL’ RECORDS, INC, 


Reprint of our Message in February “Fortune” & “Nation’s Business” 
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Exaggerated? Of course, But isn't it true, Mr. Office Manager, that one of your headaches in con- 
nection with multiple-copy forms is the weak copies? Ask your Purchasing Agent to get you the facts on 
Old Town Dupli-Forms. Whether you are concerned with a ten part form or a hundred part form, Dupli- 
Form will give it to you—on an ordinary typewriter —distinct down to the dot of an“ i" and the cross of at”. 


wHat /upli-form 1s 


Have any multiple copy form set up on an Old Town DUPLI-FORM. Your typist fills in the DUPLI-FORM ... then runs off as many copies 


as you require on your fluid process duplicator. 


wHat Lupl-form vores 


No More Large Printing Bills! On a 25-copy form, 1000 DUPLI- 
FORMs will replace 25,000 printed forms! 


No More Weak Copies! Whether you want a dozen copies or hun- 
dreds, DUPLI-FORM will give them to you.. every one clean and 
distinct with photographic accuracy. 


No More Special Machines! With DUPLI-FORM every typewriter 
becomes a billing or manifolding machine Makes copies of pencil 
writing without register or special pencil 


No More Fear of Errors! Instead of having to correct every copy, 
just correct the original DUPLI-FORM 


No More Collating! Only the original DUPLI-FORM goes into 
yeur typewriter. No aggravation and waste of time to stuff forms 
with carbon paper and crowd into the typewriter. 


No More Slipping! DUPLI-FORM guarantees precision reg- 
istry . .*. right down to the last line of the last 
copy. The form itself is dupli- 


cated along with typed-in-data. | DEA LERS! 


- that 
Here’s a winner 


s 


and repeats. 
Old Town | eee ie details today. 


RIBBON & CARBON CO. inc. 


Foremost makers of ribbons and carbons for every use 


=e. 


750 PACIFIC STREET, BROOKLYN, NEW YORK, N. 
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* ; To beat the best the Axis can put in the air, our fighting planes must have everything plus 
hla .. . Speed, manouverability, firing power, cruising radius and every other air fighting quality. 


There is a parallel in carbon papers. Some carbons are claimed to have exceptional wearing 
quality, some to be especially good at making extra copies and some to be clean to handle. 


If you want all these features wrapped up in a single sheet of carbon, send for samples of 


Old Town DAWN. 


Ras) ag DAWN has everything. Compare DAWN with all others in the field for wearing quality, for 
cleanliness of handling, for sharper copies and for extra copy making. You will see why 
DAWN has become one of America’s biggest selling carbon papers. 


oe DAWN is a profitable investment for your customers—a profitable merchandising investment for you. It is widely advertised and 
= backed by intensive factory merchandising support—a plus product on every count. Write for details about DAWN, the 


carbon that has everything-plus. 


| OWTown 


RIBBON & CARBON CO. ine. 


is guaranteed 


not to Curh 


DAWN saves time, tem 
per, and typographical 
errors because it will not 
curl under any working 
conditions. 


Foremost makers of ribbons and carbons for every use 


750 PACIFIC STREET, BROOKLYN, NEW 


YORK, un. 
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The Federal Government itself is going down the line to 
eliminate unnecessary forms and reports. 
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N WAR, many a practice, many a tradition, of peace- 
time receives its death-blow—and people are sur- 
prised to discover they are better off without it. 


Efficient as American offices have been always, they 
are discovering today under the pressure of grim ne- 
cessity that they have tolerated a good many proce- 
dures lacking in simplicity. Some publicity was given 
recently in New York to the results of an inquiry re- 
vealing that twenty-nine employees were involved in 
the routine purchase of a dozen bottles of mucilage for 
the office of one of the State committees. This was, 
perhaps, an exaggerated instance of a complexity of 
office organization which tends to come about in normal 
times in large numbers of offices. In remedying such 
conditions there is danger of over-simplification of of- 
fice methods, but a happy medium should not be hard 
to attain whereby true efficiency is not impaired. 


The Federal Government itself is going down the 
line to eliminate unnecessary forms and reports. There 
is surely coming everywhere a re-appraisal of office 
functions, which will cause office jobs and office records 
to be seen as what they are, a means to an efficient end 
rather than an end in themselves. 


With a spirit of intelligent conservation in the air, 
this is the ideal time for simplifying office routine. One 
py one the functions of the office should be scrutinized 
in the light of current needs—and that office which 
proves to be making no waste motions will be found 
the exception rather than the rule! 
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M. A. Geyer, President: James E. Neary, First Vice-President: 
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and Hugh Ward, Advertising Manager. 


21 


ae ell Bet fake i ae in a a oe ae ie ae le heat - Gt 
a, = 
4 Ps 
. .  . 
"Pass : 
a: Z 
’ oi : 
’ zm eae a 
a ae % m i 4 ite. ' 
i ¢ iJ : Tw fF _ ; 
Ls PS Be b> a i a 
Bee Re = 4 * | ‘ : AG, 
Mae | . ar ne 
oe rie. Ei { ‘ = i : i 
Pe Tee : % + = i es 
fe ; .| - —s 
ee " z Rin ‘ 3 i 4 
3 Aa r - ™ 
t Pie ig 5 - 4 
“ ’ at ae 9 “es ; : 
Ae ae Bie, eS 4 ; ‘. - 
= a ee — . 
: a a . 4a “ re oy ; ee hc f a a 
, a lt os 
ei: ; ae eae See 7.53 
‘ mn ac. Sa 4 
ae 5 + i ee 7 a a 
: — ¢ "7 : Bien i “ : on 
7 “ee ey nn . S 
oo = ; ~ i 
a KG ag ee be 2 E 
a ‘ é A f] = q r . By . ee pete 5 at 
ee a j ey Ee oa oo . 
bs os : ; see - nS - 
. Joe mE 2 & ‘a ios . % 
cal eo. = ’ 
= at W i x si : 
not Fy ae ee q . 
cing: ae at eri a eo 
a ay Pe : a ae = 
Po * 
ae 
ae ee { 
i a 
|_| ; ae 
Y. & 
- 


Es a 
x 


rot bole 


Sp Lye ed 


Tt 


——— a 


Cut out along dotted line, paste on envelope near 
lower right corner. 


To get without obligation from manufacturers and other suppliers further particulars 
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ments or news items— 
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A typist pool in a large British office. War has led to widespread adoption of the pooling idea 


abroad. 


most of you will be keenly desirous of releasing your proportion of type- 

writers for our armed forces and thus help shorten the war. Some of 
you may be wondering, however, whether you really can release type- 
writers without handicapping your office operations. 

There are two main ways in which you can do this and still carry on your 
office work efficiently :— 

1. Through the utilization of the idle hours of your typewriters. 

2. Through an increased rate of production per hour from each type- 
writer. 

One of the best and most practical ways to accomplish both these pur- 
poses is through typing pools—or the “mass production” method, if you 
like. 

The secret of such remarkable achievements in mass production as 
Henry Kaiser’s almost unbelievably fast building of ships is the pre-fabri- 
cation method and that is the method employed in typing pools. 

I can almost hear someone say “but my typewriters are not idle; they 
are kept busy all day long. In fact I could use more typewriters.” 

As Al Smith used to say, “let’s look at the record.” Have you ever made 
a survey to determine the idle hours on your typewriters? I can assure 
you that you will be astonished at the results you obtain. 

Patrick Henry said “I have only one lamp by which my feet are guided 
and that is the lamp of experience.” Based on my own personal experi- 
ence and a study of hundreds of surveys, here is approximately what you 
will find: 


The typewriters used by your secretaries (exclusive of official secretaries 


A rose the eloquent appeal by the War Production Board,* I am sure that 


*This article is from the manuscript of a talk given at a recent Typewriter Clinic 
conducted by the New York Chapter of the National Office Management Association at 
the request of the War Production Board. 
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whose duties are varied) will be idle one hour out of every two, or approx- 
imately 50 per cent of the time. The typewriters used by your stenog- 
raphers who do copy work, as well as write letters, will be idle approx- 
imately one hour out of every four, or 25 per cent of the time. The type- 
writers used by your stenographers who do no copy work, but merely take 
notes and transcribe them, will be idle one hour out of every three, or 
approximately 33 1/3 per cent of the time. 

You will find that even copy typists who do nothing else but copy will 
have idle time on their typewriters because of various reasons. 

Having determined from your survey that your typewriters are idle, 
what is the next step? Set up a central transcribing department and a 
centralized typing pool under careful supervision. 

Direct the flow of work to those divisions and stagger dictation time, if 
necessary, so that those stenographers taking dictation in the morning will 
use the typewriters in the afternoon, and those taking dictation in the 
afternoon, will use the same typewriters in the morning, so that your type- 
writer hours are fully used up. The detailed operation necessarily will 
have to be worked out on the job. By controlling the flow of work, the 
maximum hours of your typewriters can be utilized, typewriters released, 
and your essential office activities carried on. 

This is not atheory. In New York City, for instance, centralized depart- 
ments ranging in size from five employees up to 100 and more are in every 
day operation. From personal experience gained by the creation and 
supervision of such departments over a period of some years in various 
businesses, I find that the principles of organization involved are practic- 
ally the same throughout. Time studies are not difficult to make and they 
are a revelation when completed. By centralizing the work of stenog- 
raphers, typists, dictating machine operators, Mimeograph, Multigraph, 
and photostat operators, you have a combination which from the efficiency 
standpoint cannot be outdone. 


(The second and concluding part of this discussion will appear in the April issue) 


Arleen Heidgerd, 21-year old Cornell University graduate in home economics, 

servicing electric typewriters for international Business Machines Corp. in the 

Boston area. The only electric typewriter service-woman in Massachusetts, 

she not only repairs and adjusts these specially designed machines, but in- 
st:ucts typists in their use and conducts classes for operators. 
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office outfitters possess extensive facilities for renovation of office furniture and equipment. 
Scene in service department of Northwestern Furniture Co., Milwaukee, Wis. 


WHEN YOUR OFFICE NEEDS 
A FACE-LUFIT 


Ji: because the office cannot find in the war-time market all that used 


to be purchasable there, office appearance and office comfort need not 

deteriorate in the slightest degree! 

If an office is permitted to grow shabby, even while maintaining its effi- 
ciency, real damage is done, for eventually the morale of the office force 
suffers and outsiders who visit the office cannot fail to carry away with 
them the feeling that the organization is slipping. 

When your office needs a face-lift, it is nearly always possible to find 
nearby a well-equipped office outfitter who will refinish and repair furniture 
on his own premises or have it done through one of his connections. More- 
over, an increasing number of office outfitters have in recent years gone in 
for office decoration with such non-priority items as pictures, screens, dra- 
peries, and decorative accessories. In skillful hands these work marvels 
for office lobbies and executive rooms, and offer unrivaled opportunity for 
a quick and inspiring change in office appearance. 


An office decorated by W. & J. Sloane, New York 
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FORMER CHAMP WORKS FOR UNCLE SAM. Norman Paul 
Saksvig, shown here in his uniform as an ensign, U. S. N. R., in 1936 
won the world’s amateur typing championship and in 1938 the 
world's professional championship, both on the L. C. Smith. In 1940 
he traveled around the country demonstrating his favorite type- 
writer. Ensign Saksvig is now an Officer in Charge at a Navy Service 


RIGHT: 


BELOW: 


LETTERING DEVICE. This convenient and low-priced stencil let- 
tering device, called Stenso, is the creation of a Baltimore school 
teacher. Stenso lettering cards are available in '/2, 3%, and |-inch 
letters, numerals, and designs, and can be used with crayon, pencil, 
water color, or ink. Another item, the Stenso Map of the U. S., 
| enables students, teachers, and others to reproduce their own out- 

line maps. Stenso cards are manufactured from sturdy canary oil 

board, perforated to fit any standard-size notebook. Retail prices 
for the '/2-inch and 34-inch cards are 10 cents each. The |-inch 
cards come in sets of 2 for 25 cents. Distributed by Eugene B. 
Baehr & Sons, 251 Fourth Ave., New York. 


q STENSO LETTERING CARD 


*ABCDEFG 
“HIJKLMN 
OPaARSTU 

VWXYZI12 
34567898. 


o&e., Pxtes 


School, where his duties are largely instructional. 


USEFUL RECORD BOOK is this record book, “My Vic- 
tory Finances," just published by Koch Brothers, 317 
Grand Ave. at Fourth St., Des Moines, lowa. The book 
is designed to be a complete record of personal finances 
needed for the computation of income taxes. It is handy 
pocket-size with a durable, attractive cover. Many pur- 
chasing agents are buying them in quantity for distribu- 
tion to their employees. For this purpose the publishers 
will imprint “Compliments of" and your firm name on the 
cover. Koch Brothers are also the publishers of another 
timely record system—one designed for keeping record; 
and data necessary to the filling out of ODT reports. 
Complete details on both from the publishers. 
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ABOVE: 


A NEW METHOD OF ATTACHING DRAWINGS and blueprints 
to drawing boards, eliminating the necessity for moving the T-square 
over thumb-tack heads, has been devised with the use of Kum-Kleen 
stickers. Paper thin, Kum-Kleen stickers will lie flat, can be applied 
without moistening, and are easily peeled off without a trace and 
without affecting the surface to which they were attached. All the 
adhesive remains on the label. Kum-Kleen stickers come in a variety 
of sizes and shapes and are made by Avery Adhesives, 451 E. Third 
St., Los Angeles. 


LEFT: 
NEW ENCLOSURE IN HIGGINS CARTON. Artists, draftsmen, 


teachers, and students are now being greeted by this new package 
insert when they open a ¥4-0z. Higgins drawing ink carton. One side 
of the insert lists service notes for the users of Higgins American 
drawing inks; the reverse tells of other products in the Higgins line. 
The leaflets are part of a long-range program launched by the Hig- 
gins Ink Co., Inc., 271 Ninth St., Brooklyn, N. Y., and aimed at in- 
creasing consumer sales. Recently published in this interest was 


“Script and Manuscript," a 36-page instruction book on script let- 
tering. 
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Photo courtesy Leopold Co., Burlington, Iowa 


America's offices guide American production; their careful maintenance is vital in war-time. 
(Executive office at Minnesota Mining & Mfg. Co., St. Paul. Installed by McClain & 


Hedman, St. Paul). 


a 


out in war-time are faced with many a problem, because of the various 


f rout in wart concerned with the problem of maintaining the office lay- 


current restrictions and shortages which affect production, but there is 


no excuse for lowering standards despite these handicaps. 


The job of keeping the office functioning efficiently these days calls for 


close supervision of the condition of machines, equipment 
and supplies, and the way in which they are utilized. 

It is surprising what a survey of office furniture and 
equipment on hand will reveal to offset shortages. In 
many cases, re-distribution and re-location of this ma- 
terial will in itself completely obviate shortages which 
have become apparent. For instance, a typewriter on a 
movable stand in many cases can serve several workers 
where it serves only one in its normal location in a type- 
writer desk. Or inactive records may be taking up val- 
uable space in up-to-date filing equipment when they 
could easily be transferred to older cabinets or to transfer 
cases. 

Furthermore, the centralizing of records, by bringing 
frequently referred to materials into a central location 
easily accessible to all having occasion to use them, will 
be found of vast advantage in many cases. 

Many an office needing more space but unable to move 
to a new location or to expand present quarters for the 
duration can satisfactorily rid itself of its growing pains 
by re-studying its floor space and the use it is making of 
it. Close adherence to space and planning standards pre- 
viously discussed in these articles will prove particularly 
fruitful nowadays. 

In many instances, additions to or subtractions from 
office personnel are making useless the flow-of-work 
schemes devised in normal times. Adjustment of the lay- 
out to meet the new conditions will usually work a great 
improvement. 
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REPRINTS 
of Ripnen Articles 


Layout and Equipment of the 
Modern Office 


The Space Factor in Planning 
the Office Layout 

Location Studies for Office 
Layout 

Atmosphere in the Office 
Layout 

Standardizing Equipment in 
the Office Layout 

Standardizing Floor Covering 
in the Office Layout 

Partitions in the Office Layout 

Standards in Office Layout 
Each reprint is priced at 

10 cents. Address requests 

to OFFICE EQUIPMENT DI- 

GEST, 260 Fifth Ave., New 

York. 
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NEW IN 


NEW BRAKE TURNTABLE for use in repairing typewriters and 
office machines comes from the Kelley-Mennes Mfg. Co., 1283 N. 
Main St., Rockford, Ill. The standard model K-M brake turntable 
shown here stands 3 inches high and has a table 14 x 15 inches. The 
large brake lever tightens and holds the platform in any position, 
al is easier of action than set-screws. This company specializes in 
the manufacture of turntables for many requirements. 


NEW SWIVEL CHAIR from W. H. Gunlocke Chair Co., Wayland, 
N. Y., manufacturers of office chairs and leather furniture. This 
chair embodies the Gunlock pany's new Whirlaway Swivel 
mechanism: a single ball bearing set in a cup-shaped recess at the 
top of a hard maple post. The cup in which the bearing turns con- 
tains a special lubricant, as does the surface of the post around 
which the mechanism turns. The moving parts are moisture-proof, 
and the mechanism is rigid and durable. The post itself is perma- 
nently joined to the base. Seat may be adjusted without tools. Use 
of critical materials is confined to joinery parts. 


RIGHT: 


SAFE T STAK is the name of this new corrugated fiberboard file 
from the Diebold Safe & Lock Co., Canton, Ohio. Made of special 
Kraft board, the Safe T Stak file is lapped and riveted at the bot- 
tom, has triple-thickness drawer fronts with metal interlocks and 
metal handles, and may be quickly assembled without tools and 
glueing. The patented fold on the bottom of the case provides 
tracks on which the drawer rides, and it is wax lacquer finished to 
further eliminate friction and permit smooth, easy opening of 
drawers. Finished in a green wax lacquer which seals pores in Kraft 
board. Without bracing, check files, card files, tabulating files can 
be stacked ten high; letter and legal files, four high. Shipped in 
carton lots only, containing 10 files of any given size. 
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EQUIPMENT 


ADJUSTABLE WOOD SHELVING. The Gibraltar Supply & Ser- 
vice Co., 2717 N. Darien St., Philadelphia, has designed a new type 
of Victory wood shelving unit available on priorities. Made in 84- 
and 96-inch heights, Victory shelving comes in standard depths of 
12, 15, 18, and 24 inches, with a standard width of 36 inches. Shelves 
are of ¥%-inch hardwood, bored for divider adjustment; backs and 
sides are of plywood. All parts are treated with a preservative and 
finished in olive green enamel. Units are shipped knocked down, 
and come in open or closed types, bin type, drawer type, combina- 
tions, and counters. Besides this standard line, the company's Para- 
mount line offers many types of special units in a wide range of 
dimension, material, and construction. 


7 Ffarch, 1988 
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PAPER CEMENT FOR USE IN PLACE OF 


ee 3 ul ae CEMENT il 
ten cent ae 


TO REPLACE RUBBER CEMENT, the Carter's Ink Co., Kendall 
Sq. Boston, Mass., has introduced Carter's paper cement. The 
manufacturers claim for their new paper cement many of rubber 
cement's most prominent qualities, such as neatness of mounting, 
sticking without wrinkling or cockling, and permanence of adhesion. 
Shown at the left is the 4-oz. desk jar, screw cap, brush attached, 
listing at $3 doz. At right is pint size with screw cap, $8 doz. list. 
Also in quart and gallon sizes, listing at $13.25 doz. and $3.75 each, 
respectively. 


INDELIBLE COPYING PENCIL. This new entry to the 10-cent 
pencil field is called the Winner indelible copying pencil, and is 
being manufactured by A. W. Faber, Inc., Newark, N. J. A com- 
plete copying pencil service is offered in four degrees: medium, 
medium hard, hard, and extra hard. Each degree is polished a dif- 


ferent color to prevent confusion in use. Packed 12 pencils to the 
box, 6 dozen to the carton. 


STUDENT RING BOOKS WITH 
NON-METALLIC MECHANISM. Non- 
Metallic Ring Mechanism is a feature 
of the Wilson Jones line of Student 
Ring Books for 1943. The rings of 
formed fiber spring into "T" slots in 
the chassis and may be opened at 
front or back of book for insertion 
or removal of sheets. Provides flat 
writing surface same as steel mecha- 
nism ring books. Descriptive circular 
No. D120! available from Wilson 
Jones Co., Chicago, Elizabeth, N. J., 
or New York. 


NEW IN SUPPLIES 
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V-MAIL LETTER WRITERS will be interested to learn of this 
new package from the L. E. Waterman Co., 344 Hudson 
St., New York, for Waterman's Permanent Black ink. The new 
package emphasizes “Ideal for V-Mail.” Permanent Black, 
hardly a new ink, has been sold by Waterman's for years, and 
proved to be very satisfactory for use in connection with 
V-Mail when it was developed. 


Waterman's 
ink 


NEW ALL-SERVICE MAILING LABEL from Eureka Specialty 
Printing Co., 11 W. 42nd St., New York. Designed for every branch 
of the service is this red, white, and blue label, measuring 5!/g x 2% 
inches. Bound in a book to retail for 10 cents are 25 of these labels, 
as well as 2 dozen colorful "Special Handling" labels. 
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PROTRACTOR AND COORDINATE SCALE from the line of the 
C-Thru Ruler Co., 390 Capitol Ave., Hartford, Conn. The mill and 
degree protractor, at left, measures 8 inches, lists at $12 doz. Of 
transparent material it provides simple conversion from degrees to 
mills, and vice versa. The photo and map coordinate scale, above, 
measures 9!/, x 73 inches, lists at $30 doz. It has photo, map, and 
protractor scales, also ruler in tenths. Both of these items are 
transparent, as is the entire line of C-Thru's products. 


nee 


lll (I Sl le 
“= 2 
==> ip | 
— ° | 

e> yn = 
y j il | t — 
m1 8As 3 permapes . ott oe 
: * a 
ee ™ = | 
a = ~= 4 BR o * \ j 

| | a << , 

i / seoy at 

: i} _ * saALATRY 7 1 —/< 

} (Seek, i} ws \Ed \ bal 

) - -. ‘Nn ¥" ; yO ie UABEL = 

| a . seus POS a Oe 3, 

| SE Lg ' Wo Sooipe Lchuilitom, =a ‘ 

ene ea ania = | 
Ba se 1: ie nc or | 
~ 4 a Hin te clad 

] y ad a 

| , : 

| | 

i] 

| _ 
. 
: a ee 


i ple 
he ae ee. 


pd et yee 


eA 


30 


a 


Po 


—_- 
$ 
; f 


(Lecordinate WASHINGTS 


Many restrictions now governing paper goods 


_ Converters of paper and paperboard are now operating under WPR 
Order M-241-a, which cuts the use of paper and paperboard for many 
products of our industry 10 to 25 per cent below last year, and bars the 
use of paper and paperboard completely for some other products. 

A 10 per cent cut in paper use has been ordered for envelopes, unprinted 
expansion pockets, unprinted file folders, unprinted index tabs, paper sta. 
tionery and papeteries. Photo mounts get a 25 per cent cut. Tablets, 
notebooks, and pads may use paper to the same extent as in 1942. 


Office supplies, equipment, machinery are not operating supplies 
% Maintenance, repair and operating supplies, as previously defined in 
Priorities Regulation No. 3, are redefined by amendment of that regula. 
tion, announced February 16th by the Director General for Operations, to 
bring its definitions into conformity with those of CMP Regulation 5. 

Changes effected by this action eliminate from the definition of main. 
tenance, repair, and operating supplies the following categories of material 
(among others) even though they have been carried as such according to 
established accounting procedures: 

Printed matter, stationery and office supplies. 

Paper, paperboard and products manufactured therefrom; molded pulp 
production. 

Office machinery or office equipment. 


Many amendments to pen, pencil, pen holder order 


%& Copper may be used for alloying silver for pen nibs as well as for 
14-karat gold pen nibs, WPB announced Feburary 19th. Four othe 
changes are also provided by amendments to Order No. L-227 (Fountain 
Pens, Mechanical Pencils, Wood-Cased Pencils, Pen Nibs, and Pa 
Holders) . 

As much as three gallons of finishing materials may now be used for 
100 gross of pen holders. It has been found that the previously permitted 
one gallon per hundred gross was inadequate. 

Production of pen holders is now permitted up to 3114 per cent of the 
total 1941 production for each three-month period. Formerly, only 18% 
of the 1941 production was permitted in each quarter. However, total 
production of pen holders is not expected to be any greater because the 
number of manufacturers producing pen holders has decreased since 
December 7th, when L-227 was issued, The increased percentage of 
allowed production was found necessary to meet anticipated requirements 
with the curtailed facilities. 

Restrictions upon production of novelty writing instruments have beet 
removed. WPB has found that justifiable uses of inexpensive types exist 
and that it is expedient to let manufacturers allocate their production 1 
this direction. 

Date of required filing of Form PD-721 has been changed from the 10th 
to 20th of each month, the later deadline being more practical for the 
industry. 
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Ww. D. CATON 


This article is the edited 
text of an address deliv- 
ered by Mr. Caton be- 
fore the Pittsburgh Chap- 
ter of National Office 
Management Association. 


March, 1943 


OFFICE EQUIPMENT 
AND THE WAR 


By W. D. Caton 
Vice-President. Standard Register Co.,. Dayton, Ohio 


T WOULD seem today that war is fought on the firing line, but won on 
| the production line. Lines of battle are no longer made up of men 
against men, with individual courage and skill determining the outcome; 
battle lines of today comprise not men but machines. The side that wins 
is the side that can use, effectively, the greatest number of most efficient 
machines, in the shortest time, at the most critical locations. 

War production is streamlined, with every station fully manned. No 
obsolete equipment is tolerated; every employee is scientifically selected 
and scientifically trained for his job. No thought nor expense is spared 
to maintain peak efficiency. Is the office regarded in its rightful place in 
its relation to war production? The office is the first station on the pro- 
duction line. It is the control station. It is in the office that orders are 
issued, material purchased, production scheduled, payrolls met, deliveries 
routed, and every phase of production planned and co-ordinated. Close 
down this vital control station and production would stop overnight. 

The same consideration should be given to mechanizing the office with 
modern equipment as is given to the rest of the production line because 
the efficiency of control determines the efficiency of production. The 
record production machines, equipment, and supplies of the office should 
be both modern and efficient in so far as current limitations, restrictions, 
and shortage permit. 


New and puzzling problems 


The war program has brought to the office many new and puzzling 
problems. These problems have been dumped upon us with such sudden- 
ness that we have not always had time to work out the best solutions and 
have resorted to expedients. Our first thought was to hire additional 
people and buy more office machines without regard to adequacy of equip- 
ment or qualifications of operators. We had no time to establish new 
standards to meet the situation. Now we realize that something must be 
done about this condition if war production is to reach its maximum out- 
put. We must take time to determine the capacity of office machines, 
decide what additional facilities should be provided, anticipate future 
needs, improve present facilities, and consider when to buy new equipment. 

The solution to most of our office and office equipment problems depends 
upon measurements of one kind or another, while measurements depend 
upon whatever controls the flow of work into the office. Volume of sales 
is one basic controlling element, since it may be co-ordinated with the 
working capacity of almost every department in the office. An increase 
in sales means an increase in the number of sales orders written, the 
number of invoices written, the number of shipping papers, the number 
of postings, the number of credit checks, the number of collection follow- 
ups, the number of purchase orders, the number of production orders, etc. 

If, through past experience and records, we knew that a 40 per cent 
increase in our dollar volume of business meant an approximate 30 per 
cent increase in the number of incoming orders, or that a drop of 40 per 
cent in dollar volume meant a decrease of 30 per cent in the number of 

(Turn to page 32) 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Poe rae 


ee 


a ee al 
r many . _* 
ars the Pe = 

= 
printed 
er sta. ia 
1 a 3 
ined in = 
regula. : 
ons, to a 

5. i 
aterial a2 
d pulp a 

po = 
as for 
other | 
untain : | 
1 Pen - 
ed for »* 
mitted * - 
of the . 
r 18% ' 
, total _ 
se the A 
since 
ge of coe 
ments ' ie , 
exist, a 
ion in 5 
> 10th - 
yr the ; 
—_—e i , = 


orders, wouldn’t that afford a basic guide that could be 
applied to each department in the office? Co-ordinated 
with other strictly departmental factors wouldn’t a fairly 
accurate yardstick result? We could plan capacity of 
office departments ahead of the actual increase in load. 
We would know in advance how many more people to hire 
and how much more equipment to buy. Production in the 
factory is usually geared ahead for handling an increased 
sales budget; the office often lags until the load of extra 
work actually arrives. 


In determining yardsticks of measurement for various 
office departments, performance records are essential. For 
example, the credit department should maintain a record 
of the number of collection follow-ups going out daily, 
the number handled by each person in the department, 
the number of monthly statements, and the volume of any 
other records. If these records are of such a nature that 
they can be maintained on a graphic chart on the wall of 
the department, so much the better. These records in 
connection with the basic yardstick of sales and number 
of orders, will determine with a fair degree of accuracy 
the capacity of machines, individuals, and departments, 
and what is needed to care for fluctuations. 


There is another factor that should be considered and 
that is the constant improvement of office production 
facilities without hiring more people or buying additional 
equipment. A periodic study of systems and routines is 
profitable. Simplification and elimination should be the 
objective of this effort in order to see that too many forms 
do not clog up the production of any office. 


A machine or a system that was excellent six years ago 
may now be obsolete. Profitable results may be shown 
by investigating the major flow or flows of work through 
an office to make sure that it is going through on a 
straight-line production basis without wasteful running 
about or back-tracking. 


Time and motion studies 


A second great source for increase in production with- 
out adding either machines or personnel is time and motion 
studies applied to office tasks. For many years, time and 
motion studies have been applied to production, but only 
recently has much been done toward applying them to 
office operations. Such studies can be applied advan- 
tageously to repetitive operations and other types of 
office machine operations. They can be applied practically 
only by men trained and experienced in time and motion 
studies. The last World War saw the perfection of such 
methods in the plant; this World War will force the 
perfection of such methods in the office. 

A third source of increased production in the office, 
without new equipment or personnel, may be found in 
methods for increasing the personnel production of each 
individual. A more scientific hiring method may be intro- 
duced. Standards cannot be set too high with the shortage 
of skilled machine operators and other office personnel, 
but now is the time to develop such standards. While it 
may be necessary to interview more people than ever 
before to get the one best qualified, the process will pay 
in the long run by eliminating applicants entirely unsuited 
to the job to be filled. The use of interview guides and 
rating sheets, application forms containing full personal 
and vocational histories, credit reports and references, and 
tests for aptitudes may offer definite hurdles for appli- 
cants to clear before they are hired. 

There are tests available for testing for practically 
every type of office work. Our own organization has used 
them and found them satisfactory. There are also tests 
for rating employees in regard to their production, their 
versatility, and their qualifications for advancement. 
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Supervisors can help office managers to check closely the 
progress and adjustment of all employees. Production 
records in all departments where production can be meas. 
ured, and the publicizing of these records, offer a means 
for incentive for improved production. We sometimes uge 
records to control everything but our own offices; we dp 
not recognize the importance of records to control recor 
making. The reduction of errors might be controlled by 
posting graphic error charts in departments doing repeti. 
tive work where errors form a serious hazard to speed or 
production. 

One source of expert and effective help on most of the 
present-day office problems may be found in the offigs 
equipment industry. Each company in the industry hag 
developed to a high degree efficiency in the use of th 
particular equipment or systems it supplies and offergs™ 
consulting service, available not only at the time of instah 
lation of equipment, but whenever problems arise. Bug 
ness has learned to rely upon the expert counsel of the 
various companies that comprise the office equipment im 
dustry, but no one company is expert in all phases of 
office management and its needs, so it is the responsibility 
of the office manager, the methods department, or members 
of the National Office Management Association or simila 
organizations to consolidate the suggestions and get the 
complete picture. The office men should be able to selegt 
the equipment that will solve a problem with the greatest 
efficiency, meeting the requirements of an individual jo 
according to scientific rather than general claims. 


Keeping pace with production 


As our government puts on the pressure for all-out 
production, we office people and suppliers of office equip 
ment must recognize the need for modernizing, streamlit- 
ing, and reaching maximum production in the office. The 
control station of the production line demands adequate 
machines of management, machines as important in de 
fense efforts as are the machines of production. It is our 
job to eliminate waste, speed up office routines, prevent 
bottlenecks in the office, and increase office production to 
the maximum. It is not only our patriotic duty but it is 
a necessity if we hope to keep pace with production. 

The government is saying that 1943 production will be 
stepped up tremendously over that of 1942. Knowing this 
we should give thought to setting up standards of meas 
urement, revising systems, increasing personal production, 
installing modern equipment, and preparing for increased 
demands. 

The more efficient we make our offices now, the more 
effectively they will serve us after the war. That will 
be the time when an efficient, economically run, mechat- 
ized office will be of tremendous value. Obsolete equip- 
ment, complicated systems, inexpert workers, and lack of 
factual knowledge will not help us to make adjustments. 

Under the present national emergency, equipment should 
be bought only when it is actually needed. Office equip 
ment is on the critical list, and the government insists that 
there be no hoarding. The machines of management 
should be bought on the basis of minimum requirements 
to meet the situation, and labor should be hired on the 
same principle. When a machine of management is needed 
—and it is still procurable—there should be no more hesi- 
tancy in buying it than there is in buying a modern pre 
duction machine for the plant. It is up to management 
to insist that the office receive the consideration due it 
comparison with the other production activities of ou 
individual companies; that it be equipped with its own 
modern tools and machines; and that scientific methods 
replace rule-of-thumb methods if we are to take our right 
ful place in the war production. 
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WRITING FLUIDS MAY LOOK ALIKE . . . BUT 
WHAT DO THEY DO TO PENS? 


Actual photograph showing result of immersing steel pens for ONE WEEK in SKRIP and other well-known | 
brands of writing fluids. Pens from SKRIP bottle are usable as ever! Others are completely dissolved or 


eeSEE 


Actual photograph showing result of immersing rubber sacs for THREE DAYS in SKRIP and other well- 
aaa: _— of writing fluids . then subjected to parallel accelerated aging. Only the sacs immersed 


KEEP YOUR OFFICE PENS HEALTHY . ££ 


Z V-BLACK Shrip 


Not only does V-Black SKRIP write black — stay 
ae black .. . it helps all pens to write better — last 
——— longer, require less servicing. V-Black SKRIP is a 
lustrous ebony black (ideal for office records!) 
achieved without carbon. In fountain pens it's eas- 
ier on rubber and metal parts. Dries so fast no 
blotter is necessary. V-Black SKRIP keeps pens 
clean by not allowing them to get dirty! And— 
V-Black SKRIP costs no more than most ordinary 

writing fluids. 


agin “a 


When buying individual desk size containers of 
V-Black SKRIP, choose the double size. You get twice 

as much V-Black at a saving—and you help to con- 
serve metal bottle tops. 


a 
Quart size containers of V-Black 
SKRIP have the splatter - proof 
pour-out with the exclusive air-way 
re. Eliminates spilling be- 


i 0 pours @ utn-aureliie, W. A. SHEAFFER PEN COMPANY 
Steady, thin stream! Fort Madison, lowa 


ie: es caaies 
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RATION BOOK 
HOLDER, an effective ad- 

vertising medium that any business can 
use to good advantage. Will hold the new 
ration books. 


UNETED STATES) 
WAR BONDS 


— A new 
WAR BOND 
ENVELOPE 


attractive in design 
and thoroly practi- 
cal in purpose, a | 
business builder for 
the financial insti- 
tution selling War 
Bonds. Recom- 


34 


mended too for the 
firm whose employees purchase War Bonds 
on the payroll deduction plan as an em- 
ployee goodwill builder. 


BOTH OF THESE ITEMS ARE PRINTED 
with distinctive design, with space for cus- 
tomer’s name and address, etc. 


WRITE TODAY FOR SAMPLES and prices. 


QUALITY PARK ENVELOPE ( C0. 


Office & Factory Chic 
i Quality Park ..-- _ ¢ @g : ATL. 


S+. Paul, Minnesota 564 W. Monrce Street 


N. Y. CHAPTER OF NOMA OFFERS TWO 
OFFICE MANAGEMENT SCHOLARSHIPS 

The New York Chapter, National Office Manag. 
ment Association, has announced through L. A. Rice 
Packard School, chairman of its education committee, thy 
it will offer awards this year, as it did last, of two schola. 
ships in office management. The scholarships are of th 
value of $50 each. The recipients may begin attendang 
upon university courses in office management in eéith 
July or September, 1943. An employee of any firm repre 
sented in the New York chapter, either by company @ 
individual membership, is eligible. The educational cop, 
mittee will make its decision on the basis of ability, per. 
sonality, character, and financial need of the applicants 
Deadline for applications is April 15th. 

The next meeting of NOMA’s New York chapter will 
held Wednesday evening, March 17th, at the Casinoip. 
the-Air, Hotel Belmont Plaza. Raymond C. Goodfelloy 
director of business education in the schools at Newark 
N. J., and John H. Coleman, assistant to the training 
director, Sperry Gyroscope Co., Brooklyn, N. Y., will bk 
the featured speakers in a “Business and School” educa. 
tion meeting. 


AUTHOR OF DOME INCOME TAX RECORD 
PRESENTS NEW TAX PLAN TO CONGRESS 
Appearing before the House Ways and Means Con- 
mittee on February 10th, Nicholas Picchione, tax specialist 
of Providence, R. I., and author of the Dome Simplified 
Weekly Income Tax Record, which is nationally distributed 
by Bainbridge, Kimpton & Haupt, Inc., 218 Greenwich St, 
New York, presented a compromise substitute for th 
much discussed Rum] plan. Mr. Picchione’s plan, which 
had been publicly presented for the first time to the 
Stationers’ Square Club of New York City, had bee 
recorded in the Congressional Record of February 1s 
through the reprinting of his speech before this club. 

In a prepared statement which he read to the Com 
mittee on the 10th, Mr. Picchione proposed that all tax 
payers be forgiven Federal income taxes on the first $5,00 
of taxable income for the year 1942. 

“This plan,” the witness said, “would wipe out the 194 
tax debt for 95 per cent of the taxpayers, those at the low 
income level who really are in dire need.” 

By the proposed method, Mr. Picchione maintained that 
33,250,000 taxpayers could be put on a “pay-as-you-eam’ 
basis for 1948, beginning April 1st. The remaining five 
percent of the taxpayers—those with taxable income 
above $5,000—would have their 1942 taxes reduced, but not 
cancelled. 


RICHARD VAIL PROMOTES CLUB 
FOR SERVICE MEN 
Richard B. Vail, of the Vail Mfg. Co., 900 E. 95th 

St., Chicago, Ill., manufacturers of paper clips, thum 
tacks and related merchandise, has been very active in the 
formation of a unique club for service men. Located m 
the South Side, in Chicago, the place is a defunct night 
club which a group of energetic residents of the area took 
over for the purpose of furnishing refreshments an 
recreation to the men stationed at the big Naval Training 
School of Advanced Aviation. 

Mr. Vail is general chairman of the group and has beet 
a driving force in making the plans a reality. He signed 
the lease for the property and personally guaranteed it 
demnity to the owners. 


WM. T. DONNELLY JOINS BREWER-CANTELMO 

William T. Donnelly, formerly sales promotion mal 
ager for the Spiral Binding Co., Inc., New York, has joined 
the sales department of Brewer- Contdime Co., Inc., 116 E. 
27th St., New York. 


OFFICE EQUIPMENT DIGEST March, 198 


For Purchasing Agents, Controllers, Office Managers 


we x ‘3 . eS Bed ey 7 es ae ¥ oe i 7 a nee ae oe ae bp) ae ahi Be a BS 7 3 5 ne = “2 ioe 
As yx 
a BLY . a 
2 a puil | 
Me i : e 
haere ps tion ) we 4 Z lin. Pe | 
ee ae ie i ie 
ms / ye h « $: 
ee { \ s / Poe SO Sy ae 
i . re | ( espe py 
at : | 
ee re 
: . : : : q TARA H | 
See ” 4) Nei 
ee aus my 
ges opRAAY LIFE 
BS BUY THEM ZHOLD THEM 
ch iii oe wm 
ae iii BN: 
get” wee . 
we! ied ie ; 
Bea 3 sche | 
o : + 


Plicants 


r will be 
asino-in- 
»dfellow 
Newark 
training 
, will be 
” educa- 


ns Com- 
pecialist 
implified 
stributed 


RECISION GRADING_ rvrquoise always gives you exactly the line 


you want. A separate basic formula for each of the 17 degrees guarantees grading 
that is as accurately and uniformly spaced as the marks on your rule. 


EMARKABLE DURABILITY —*Electronic graphite, refined down to 


particle sizes of one micron (1/25,000th of an inch) makes TURQUOISE lead so 
dense and durable that the longest line remains uniform in width and blackness. 


UTSTANDING STRENGTH —Eagle’s patented super bonding proc- 


ess welds lead and wood into one inseparable unit which resists point breakage. 
TURQUOISE stands up when you bear down, saving time-wasting interruptions. 


PAQUE LINES —The dense, fine-textured lead in every TURQUOISE 


pencil deposits clean lines of such opacity that you get clear, sharp blueprints 
direct from your pencil tracings. 


AST-FLOWING SMOOTHNESS — recy siny parcice of 


TURQUOISE lead is lubricated with rare waxes, sealed in for permanent 
smoothness. Its swift, effortless strokes speed your work and save your energy. 


“CHEMI -SEALED” 


(SUPER BONDED) 


TO PROVE IT YOURSELF 
SEND FOR FREE SAMPLE 


Write today and we will gladly T ~~ YT YT oa 
send you a TURQUOISE pencil 
or lead. Just mame your sup- 7 
plier, this magazine and grade Uf AD {I ni , ; . 
you desire. 

wn. 0.8.Pu. 04. DRAWING PENCILS AND LEADS 


EAGLE PENCIL CO., 703 EAST 13th ST., NEW YORK ° EAGLE PENCIL CO. OF CANADA, LTD., TORONTO 
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PERSONNEL CHANGES AT SECURITY 
STEEL EQUIPMENT CORP. 
Recent promotions at the Security Steel Equipment 


Corp., Avenel, N. J., have been announced by Oscar 
Wilkerson, Jr., sales manager. 


satility of spot carbon forms, the company has made yp, 
number of sample forms. 

The forms include payroll envelopes (wax carbonized), 
municipal and county tax bills and receipts, labels ¢ 
which a duplicate is desired, and many more busines 
banking and public utility forms. A strong argument fy 
spot carbon forms today is the amount of typewriter tim 
which they help to save. 


Aa Pt 


CORRY-JAMESTOWN MOVES NEW YORK OFFICE 

The Corry-Jamestown Mfg. Corp., Corry, Pa., many. 
facturers of office furniture, has moved its New York offs 
to 11 Park Pl., Room 905, New York. The telephone nup. 
ber is Cortlandt 17-1952. 


OWENS-CORNING WINS ARMY-NAVY “E” AWARD 
Owens-Corning Fiberglas Corp., Toledo, O., in cer. 


J. W. BARTON BURNHAM MATTHEWS : : 
mo ber 6th ewark, Ohio, receiv 
To Security Steel's New York and Chicago offices. nies on November 6th, at N 4 ; @d the 


Army-Navy production award. Harold Boeschensteip, 
president, was master of ceremonies; presentation wa 


J. W. Barton has been promoted to the position of branch 


manager of the New York office at 41 E. 42nd St. Mr. made by Rear Admiral Clark H. Woodward, U.S.N., ani 
Barton has a wide knowledge of the office equipment field. was accepted by Ben E. Boyd, Newark factories manage 
Mr. Barton’s New England territory will be taken over for the company. The Hon. John W. Bricker, Governor 
by J. E. Johnson, a new member of the Security organiza- of Ohio, was present. 

tion but well known to office equipment dealers. Mr. John- 


Owens-Corning is completely turned over to war work, 


son’s offices will be in the Security warehouse at 7 Federal and both the Newark, Ohio and the Ashton, R. I. factories 

Court, Boston. fly “E” flags. November, 1942, marked the corporation's 
Burnham Matthews, familiar to dealers in New York fourth anniversary. 

and Ohio, is now in charge of the central western territory, 

with headquarters in Chicago. Mr. Matthews has been MILO HARDING CO. BACK IN OWN BUILDING 


with the company for the past eight years. The Milo Harding Co., manufacturers of duplicating 


supplies, has moved back into its own building at 432 Wes 
SPOT CARBON FORMS Pico Blvd., Los Angeles, Calif., after having been forced 

The Transkrit Corp., 704 Broadway, New York, is out by a fire last fall. Though the fire destroyed the 
experiencing a greatly increased demand these days for factory, the firm was manufacturing supplies again within 
its spot and one-time carbons. To demonstrate the ver- forty-five days of the disaster. 


HIGGINS AMERICAN DRAWING INKS 
Precision Inks for Precise Performance 

From the steamy dampness of the tropics to the icy dryness of 

the arctic, experienced draftsmen insist on Higgins American 

Drawing Inks. For they know they can depend on the precise per- 
formance ot higgins Inks under all working conditions. 
lor more than 63 years Higgins American Drawing 
Inks have been winning world-wide respect for their 

superior qualities — for free flow and sharp surety of Qa 
Ya line. Draftsmen know that with reasonable care Higgins re 

N ¢ American Lrawing Inks retain their qualities of precision 5 
performance unless actually exposed to freezing. a 


AES 


| of: 
/ 


— — 

IGGINS 

——— Available in a com- aimeeieiaaaan 
on a plete color range. 


—_ 


HIGGINS bvh GOIN. 
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FOR 


@ Production Schedules 
@ Work Instruction 
Sheets 


@ Government 
Certificates 


© Specifications 

@ Blueprints 

@ Detail Drawings 
@ Time Records 

@ Parts Tags 

@ Maps 


KEEP RECORDS, ORDERS, 
DRAWINGS, CLEAN AND LEGIBLE 


Soiled, hard-to-read blueprints, illegible, oil- 
stained specification sheets; lost time due to 
grimy, undecipherable drawings; lost records— 
all these costly, time-wasting aggravations are 
largely eliminated in the plant that uses AICO 
Shop Ticket Holders. Sturdily made of black 
AICO-Tuf backs, with transparent, non-inflam- 
mable front window, and sewed, imitation-leather 
binding, they will take a world of shop abuse. 
See your AICO Catalog Unit J for complete list- 
ing of sizes and specifications. 


For plant passes and 
identification cards. With 
the strict scrutiny of all 
employees entering or 
leaving war production 
plants, there is a definite 
need for these card 
holders. 


5 AICO-GRIP TABBING 

) WW LOOSE LEAF INDEXES 
DESK PADS and 
ACCESSORIES 
SHOP TICKET HOLDERS 


« 
/ ynthe 
503 S. JEFFERSON ST., CHICAGO, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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WOOD CHAIRS 


* 
DESIGNED TO LOOK LIKE STEEL 


No. 110-CA 
STURGIS ARM 
SWIVEL CHAIR 


No. 140-CA 
STURGIS SWIVEL 
CHAIR 


No. 175-GL 
SIDE CHAIR 


No. 125-GL 


SIDE ARM 
CHAIR 


These new STURGIS Wood Chairs are different, smart, 
modern. 

They harmonize well with installations of Steel Office 
Furniture and are available in a wide range of color 
combinations. 

All the chairs are equipped with deep, saddle, comfort- 
able seats and form fitting backs. Upholstery is in 
either Genuine Leather or duPont Cavalon. 

Sold exclusively through Office Equipment Dealers 


ee 
STURGIS POSTURE CHAIR CO. 


STURGIS ° MICHIGAN 


— Write FoR PARTICULARS m 
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The Hotchkiss main office and plant at Norwalk, 
Connecticut, which grew from a little one room 
building on the same location— 


Hotchkiss pioneers 
in all that’s best 
in Stapling 


From the time, over two generations ago, 
when Hotchkiss pioneered in the develop- 
ment of the flat steel staple, Hotchkiss has 
set the pace. 


The war prevents production of new models 
now, but in the Hotchkiss laboratories, the 
research, which has kept Hotchkiss in the 
lead, still goes on. Expect great things of 
Hotchkiss after the war. 


Meanwhile, some merchandise is available 
for dealers, who can place orders with high 
priority ratings. 


Ask us for assistance if you have likely pros- 
pects for War Production business. 


* 


HOTCHKISS 


NORWALK. CONN., DEPT. D 


“Pioneers in all that’s best in Stapling” 
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For all who write, figure, or 
pe open draw, there is a Scripto lead 
BLACK LEADS No aol Aa v scientifically designed for 

their particular type of 

Auditors —Accountants—Bookeepers X work, Study the chart shown 
/-—_—— i here and buy leads according 
Architects —Engineers—Draftsmen x to usage. Just any lead will 
‘ not do if you want top writ- 
hutists . ing efficiency. Scripto refill 
Carbon Copies leads fit all pencils made for 
standard diameter (.046- 
General—Clerical inch) leads. Take good care 
of your mechanical pencils 

Order Clerks—Salesmen as the war has produced a 
Photographic Retouching shortage. Refill them with 
ws Scripto Quality Leads with 
Stenographers the red circle on the pack. 


For General Use ORDER FROM YOUR 
OFFICE SUPPLY DEALERS 


Red, Dark Red, Blue, Orange, Brown, Purple, dium, Indelible Hard, 
CHOICE OF 17 SCRIPTO Light Blue, Special White, Silver, Helio- Blue Copying, Purple 
COLORED LEADS Blue, Green, Yellow, trope, Indelible Me- Copying. 


SCRIPTO MFO. CO., ATLANTA, GA. 


Maso 


TAGS & LABELS & PIN TIC 
STURDILY AND ATTRACTIVELY PACKAGED 


Seld buy lewtliny Stationers 
the J LMAY COMPANY 


109 WEST I9TH ST., NEW YORK, N. Y. 
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Speed Your LETTER FILE INDEXING 
: with DUPLISTICKERS 


mm FOR BETTER gts 


33 Labels (27/’’ x 1”) 
to the sheet 


— | CHOICE OF BLUE, PINK or WHITE 


825 =" 50° 


DUPLISTICKERS in sheet form are: 


ISIBILITY 


y Filing departments demand peak 
- efficiency today. Fast and accu- 1. Easier to handle than indjvidual or roll labels; 2. More econom- 
; rate filing and finding with records ical, providing 2 to 3 times as many labels per penny as in rolls; 
i are important for proper co-ordi- 3. Faster because 2, 3 or 4 copies for mailings can be addressed 
2 : nation of management and con- with one insertion in the typewriter; and 4. More useful, offering 
Me | trol. Speed your efforts by usin a quick, easy, accurate way to address duplicate record cards of 
= ak this aaades type of sneeiliod all kinds in offices, factories and ¢chools. 
| index control. . . 
, | Try this substitute 
ce Eureka Mounting Stickers 
800 STICKERS PER BOOK (1/2"x 1")..........10¢ 
2 Gummed both sides with tasteless tapioca adhesive. 
a Fasten two papers together by moistening one side of sticker and 
x 4 bending it over upper edges of papers like a hinge. To fasten 
es : e several papers, moisten both sides of sticker and place in an upper 
4 corner. Then press second paper on top. Add another sticker, 
43 another paper, ctc. As many as 18 papers can be fastened in 
ane . this manner. To separate, pull apart; short fiber stock in sticker 
pe | BARKLEY Gulasle TAB INDEXES tears easily. 
' | * Eureka Mounting Stickers are widely sold to users of scrap- 
< | books and albums for quick, tidy mounting of clippings, pictures, 
Molded of a durable plastic they recipes and photographs. 
are designed to give magnified 
plus angled visibility. Index Tabs GUMMED LABELS SAVE OFFICE TIME 
are visible the full drawer length. % Save stenographers’ time running around for the right gummed 
No stooping or craning to locate labels. Provide each girl with Eureka’s Office Label Book—a 
Z the proper record. Smooth con- big value assortment of 666 labels for 20c—air mail, parecl post, 
> : toured surfaces ven i} shipping, mailing, special handling, filing, marking, utility, 
ae _ : le alphabet, figure and mounting stickers. 
injury to records or operator. ail saci dndiasic de 
isk ° ° Speed fill-ins of Utility Labels by typing several at one time. 
F ] vat ” = . ystal clear Eureka book-packaged Utility Labels (5 sizes) come in per- 
colors in four t sizes. forated sheets that fit easily into the typewriter. 


“ig 4 For prices and descriptive circular write to... 
hi 4 Samples and information 

a gladly furnished on 
ay request. 


C LMREELEY « CO. - | a) ead A, 
_ ESTABLISHED 1921 SPECIALTY PRINTING CO. 
ae cManufacturers of Filing Silppliee 11 West 42nd Street, New York, N. Y. 

517 S. JEFFERSON STREET CHICAGO, ILL. 
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“FLIGHT FOUR COMMAND 
WILL HEAD DUE EAST 
AT 4:18 P. M.” 


Success of modern warfare demands split- 
second accuracy . . . dependent upon bell-like 
clarity when dictating cylinders are used. 
Standard “tested” Cylinders were given top 
ranking for clarity in an absolutely impartial 
test scientifically conducted by an outside lab- 
oratory. Strength and clean-cut grooves give 
these tested cylinders two other outstanding 
advantages over other cylinders. Say “Stand- 
ard” and get the best. 


Write for your copy of the absorbing “Voice 
of the Dictating Machine.” 


Standard Cylinders 


FOR DICTAPHONES and EDIPHONES 


STANDARD 
RECORD COMPANY 


104-114 South Fourth Street Brooklyn, N. Y. 
Cable Address: Stanrecord 


10¢ Copying Pencil! 


A. W. Faber’s New 


WINNER 
Gedeletle 


COPYING PENCIL 


For months we have received ‘‘memos” 
from A. W. Faber fieid representatives in- 
dicating wide demand—so here it is, Mr. 
Dealer, a new complete Copying Pencil 
Service in the 10c field. WINNER Copying 
features more quality characteristics than 
any 10c item you have seen since the old 
Pre-War days. To name just a few: 


~AW-FABER * wy, 


a 1950 


1. Strong, smooth lead that does not 
flake or crumble under pressure. 


==: 


2. Clean, clear, indelible impression. 


3. Sharpens easily, holds its point for 
as many duplicates as desired. 


4. High ink content. 


5. 4 Degrees— MEDIUM, MEDIUM 
HARD, HARD, EXTRA HARD. 


6. Each degree polished a different 
color to prevent-confusion or de- 
lay in use. 


Beautifully packaged, 12 
pencils to the box, 6 dozens 
to the carton. Dealers are 
urged to place their orders 
promptly. 
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Here’s the Answer 


to your requests 
for a TOP QUALITY 


Saar 
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DONT LET THE SHORTAGE 
OF WIRE STAPLES OR CLIPS 


Fasten papers together without 
staples or clips—the Bump way. 
It saves time and expense. It 
requires nothing but the paper 
sheets themselves. The first cost 
is your only expense. There 
are no staples, clips or pins 
needed—no metal of any kind. 


Now, when vital metals are so 
important to the all-out war 
effort this saving of metal is a 
contribution to Victory. The 
Bump Paper Fastener is made 
of non-critical materials—black 
oxidized finish — today indis- 
pensable equipment in any fil- 
ing department. With it you 
won't have to worry whether 
next year you will be able to 
have papers fastened together 
in your files. There'll be no 
loose sheets, even though you 
cannot get metal clips or fas- 
teners. Your filing efficiency This Bump Fastener is a fastener and 
will be normal. ee i 


t p a 
round hole to fit '/4"' binding post— 
a real money and time saver. 


No. |. Hand type 
narrow grip fast- 
ener. 


No. 2. Stand type 
with punch. 


A handy device for any desk—used by 
thousands of office workers. 


Ideal for daily correspondence, to fasten enclosures to let- 
ters, bills to vouchers, drafts to bills of lading, checks to 
remittance _ slips, 
and many other 
uses is this hand 
model. It is a low 
priced fastener 


with a wide grip nn ~ B-~ 
pe w 
for almost uni- fastener” * 


versal desk use. 


A trial will convince you of the efficiency and money saving 
of Bump Paper Fasteners. Prices upon request. 


BUMP PAPER FASTENER COMPANY 
LA CROSSE, WISCONSIN 


M. a 
of 
the 


PAPER FASTENER 
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TRANSCRIPTION SUPERVISORS HOLD 
MEETING WITH N. Y. EDUCATORS 

The Transcription Supervisors Association of New 
York held its fourth biennial meeting with educators of 
greater New York on Monday evening, March 8th, at 
the Hotel Sheraton, New York. The subject of the eve 
ning was “Planning for Present Employee Needs and 
Post-War Adjustments.” Keynote speaker was Lloyd 
Llewellyn Jones, director of research, the Gregg Pub 
lishing Co. 

Heads of private business, colleges, parochial and public 
commercial high schools in the metropolitan area partic 
ipated in this open dinner meeting. TSA has worked 
closely with local educators to raise pre-employment 
standards since the first biennial joint meeting, held in 
1936. As supervisors of more than 2,000 employees, the 
members are now concerned with the possible lowering 
of standards under the accelerated war programs now 
prevalent in most schools. 

Other speakers on the program were Thomas G. O’Brien, 
president, Drake Business Schools; and José Martel, as- 
sistant professor of Spanish, City College of New York. 
An open discussion following the three speakers was led 
by Dr. Helen Reynolds, New York University School of 
Education; Mrs. Madeline Strony, Washington School for 
Secretaries, Newark; Mrs. Helen McConnell, Christopher 
Columbus High School; and Miss Caroline E. Slocum, 
Miss Amy Lorton, and Mrs. Eunice S. Fallon of TSA’s 
education committee. 

Miss Florence E. Ulrich, chairman of the education com- 
mittee, introduced the speakers and presented two special 
guests of honor, Dr. and Mrs. John Robert Gregg. 


WOOD OFFICE FURNITURE INSTITUTE 
TO HOLD 2-DAY MEETING 

The Wood Office Furniture Institute will hold its 
next meeting in the new Statler Hotel, Washington, D. C, 
on March 11th and 12th, according to a recent announce- 
ment from John J. Reinecke, the institute’s executive 
secretary. 

The meeting will be devoted mainly to the discussion of 
current wartime problems, but a certain amount of time 
will be devoted to planning a constructive program for the 
post-war period. 


NEW PRODUCT DESIGNED TO 
PROLONG LIFE OF RUBBER 

One of the brand-new items of special significance 
in this “save-rubber” era is Sten-O-Fren, distributed by 
Bainbridge, Kimpton & Haupt, Inc., 218 Greenwich St. 
New York. 

At a time when many rubber parts of office machines 
as well as many office machines themselves, are irreplace- 
able, the company announces that this new chemical 
product re-vitalizes and restores the original resiliency 
to rubber in typewriter platens; the rubber parts of all 
duplicating, multigraph, and adding machines; crude and 
synthetic rubber printing machine rollers; erasers, gaskets, 
rubber stamps, and other rubber parts or articles. Sten- 
O-Fren is easily applied with cloth or dauber. 

Incidentally, but quite importantly, Sten-O-Fren also 
serves effectively as a cleaner for type facings, rubber- 
lettered keys, fabrics, furniture, and equipment. Sten-0- 
Fren comes in 3-ounce bottles, retailing at 50 cents, and 
in 8-ounce bottles retailing at $1. 


MASONITE GETS ARMY-NAVY “E” 

The men and women of the Masonite Corporation 
were honored at Laurel, Miss., February 24th by the pre 
sentation of the Army-Navy “E” Award for their part 
in essential war production. 
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TO HIGHER 
PROFITS! 


WITH BETTER FILING SYSTEMS 


N uhian Qilnre GUIDES 


Are Better, Stronger, Last Longer— 
They're Something Different! 


THE WABASH CABINET CO. 
WABASH, INDIANA 


Ask Your Dealer About Wabash Systems 


CLIP AND ATTACH TO LETTERHEAD 
eee, 2 Sit: ie: Sb o>. eb Se aa GS > ae 
THE WABASH CABINET COMPANY a | 
| 125 E. Water Street, Wabash, Indiana 
Please _ ay = seat — Brey — te. ee of | 
Filing", which explains various ng meth nd es 
| valuable short oats. . — 
| Name 
Address 1 


My Dealer - 


SINSE WIM. S.1VaaNGD 
oguog S.1¥aANTD 


LIGNI - 
38010) s6/ 


yen -XGH-INGS 7072 


Q3yN S09 FG? N gen © 
k a3au soll 


"Fine", because they are strong, smooth, ac- 
curately graded and economical. 

These characteristics are the result of more than 
50 years of experience manufacturing fine 
pencils, 


GENERAL PENCIL COMPANY 


JERSEY CITY NEW JERSEY 


March, 1943 


MAKERS OF FINE (-) PENCILS SINCE 1889 
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GLOBE-WERNICKE 


often 


FILE FOLDERS 


Furnished in three weights and 
all standard styles of tabbing . . . 
may be had with single or 
double tabs . . . rounded corners 
help prevent ‘dog eared” edges. 


OFFICES NEED THESE USEFUL 
go GLOBE-WERNICKE ACCESSORIES 
TO HELP SPEED UP ROUTINE 


There are many useful Globe-Wernicke “business 
helps” that help solve today’s problems for greater 
efficiency. They enable people to do more work 
and do it better and faster . . . speed up office 
routine. Your local stationer will be glad to recom- 
mend Globe-Wernicke office accessories that meet 
your individual needs. 


hy’ ail 


# 


& oasis eae ea 
v 
} Used in nearly every office. 


VICTOR SAFE & EQUIPMENT CO. ISSUES CATALOG 

The Victor Safe & Equipment Co., Inc., North 
Tonawanda, N. Y., has announced that a new catalog-foldg 
illustrating and describing their lines of Non-Metal Vigh 
ble Record Products is now ready for distribution. Thi 
six-page letter-size piece is attractively printed in ty 


Cover of new 
catalog from 
Victor Safe & 
Equipment Co. 


colors and is intended to make a convenient presentation 
of the items of Book Visible, Panel Visible for Tubes and 
Cards, Recordex Folders, Signals and Supplies that may 
be sold without priority certificates or Washington 
approval. 


ELECTED AS DIRECTORS OF VISIBLE INDEX CORP, 
Election of Richard A. Hutchinson, Herbert M 
Prior, and Einar Hammer as directors of the Visible Index 
Corp., 5385 Fifth Ave., New York, has been announced, 
Mr. Hutchinson is vice-president of the Studebaker 
Corp., Mr. Prior is vice-president of the Continental Bank 
and Trust Co., and Mr. Hammer is president of L. W. 
Minford and Company. 
Other officer-directors of the corporation are Herbert 
Weston, president; E. C. Norrington, vice-president; and 
John H. Logan, secretary-treasurer. 


Pi eine wai FILES 
es = j ps raed "sip sbetic. 
a 4 ally, days of month. 
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a 
fees 


_ CARD INDEX CABINETS. 


. WOOD. 


parents ta and two-drawer unite . 
one Finished in attractive medium dark green. 


“FANFOLD’ GUMMED LABELS 


F Ly soll ge wen Fane . Labels can be fed into : 
ire ~ ;  abtooenry eres i 


Typewriter ‘“Fanfold” labels are eae neat aot easy to read. 


Globe“ Wernicke | 


Cincinnati, Ohio 


_ MAKERS OF OVER 4000 | 
NEEDED IN OFFICES 


Service 
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- for 3x5, 4x6" and Sx 


SAYS 
Cc. HOWARD 


DEVIL DOG 
THIS IS THE 


MARCH 


OF GREAT 
AMERICANS! 


SAM HOUSTON 
LUTHER BURBANK 
OLIVER WENDELL HOLMES March 8, 1841 


March 2, 1793 
March 7, 1849 


ANDREW JACKSON March 15, 1767 
JAMES MADISON March 16, 1751 
GROVER CLEVELAND March 18, 1837 
WM. JENNINGS BRYAN March 19, 1860 
JOHN TYLER March 29, 1790 


There will be increased demand for 
HUNT STEEL PENS due to the fact 
that many other writing instruments 
may not be available on account of 
restrictions on critical materials. 


Send in your order for the ever popular 
HUNT 97 B Falcon or others today. 


C. HOWARD HUNT PEN CO. 
CAMDEN, N. J. 


Boston Pencil Sharpeners © Speedball Pens ¢ Hunt Pens, Er 


March, 19% 
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SAVE 98% oyu 


e- 


TRACING! =,,0/ 
PYING Time! 


4 
ae 


a 


a 


itation 

= PORTRAIT OF A 

‘ington 

: WAR WEAPON! 

art ¥ 

Index Ir W AS an Acco Fastener. Today it is just 

ai a piece of metal at the service of our Gov- 

Le ernment, to be used in whatever capacity will 
contribute most to the war effort. 

ferbert 

se If the Government wants it to build more 


ships or shells or tanks or planes—there it is. 
If the Government feels that it will serve bet- 
ter in its old form as a time and labor saver 
or efficiency producer we are glad to supply 
it. 


“ACTUAL SIZE’’ 
COPYING MACHINE. 
Absolutely true, 
error-proof copies are 


more essential today 
thon ever before. 
Speed with accuracy 
is ot a premium 
everywhere. And ex- 
perienced help is 
harder to get. 

TRUE - COPY - PHOTE 
is the right solution 
to this difficult prob- 
lem. Error proof cop- 
ies of anything, printed, written, drawn or photographed can be 


We can’t take any credit for this. Nor can 
you. It is just one of the things we are all 
glad to do when Our Country is at war. It 


is something nearly every manufacturer is 


made singly or in any quantities at a minimum in economy. doing—something every one of our custom- 

Ecieem te chee (i attetes On eiienst stdhes- orm crete ers should appreciate. It is giving up the 

in obout one minute. Any — oe = ase things we'd Wie to have for e iiele while ta 
rnmiinents eatin stead of permanently. It is the surest way to 
pny a pray en guarantee that Acco Fasteners and other 
saan at beabaithe the —— Aeco Products will be at your service again 
ase when Victory is won. 


Write for 
Illustrated Brochure xwkkK* 


PHOTO REPRODUCING EQUIPMENT CO. ACCO propuwcts, Inc. 


ss CHATHAM, NEW JERSEY 39th Ave & 24th Street, Long Island City, N. Y. 
. 
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PLASTIC 
SCREW POSTS 


The practical answer for a screw post to replace 
metal posts no longer obtainable because of the war. 
Strong, durable and satisfactory for all types of 
loose-leaf equipment, albums, scrapbooks, ledgers, 
etc. Millions sold. Assorted sizes. Send for full details. 


GRIFFIN, CAMPBELL, HAYES, WALSH, Inc. 


50 East 2!st Street New York, N. Y. 


j 


B 
NEW MODEL 


MICHIGAN 
POSTURE | 
CHAIR 


With detachable feet, 
No. C128U 


All Michigan chairs furnished with removable feet 
which can be replaced with casters. Seat dimen. 
sions are 16x16". Height is adjustable from 17 to ¥ 
18!/,". Back rests are adjustable four inches hori- § 
zontally and three inches vertically. The swivel is 
made of a combination maple and fibre disc im 
gnated with graphite, eliminating the need for ¥ 
ubrication. Chairs are built of elm finished to % 
match oak, walnut, and mahogany color, and are ¥ 
available for prompt shipment. Swivel adjustments 9 
easily made by use of wing nuts. 


MICHIGAN DESK CO. 


P. O. BOX 392 
GRAND RAPIDS 


MICHIGAN 


RUBBER SHORTAGE EASED! 


STEN-O-FREN REVITALIZES RUBBER 


Rubber Platens and Feed Rolls and all rubber parts of 
vital machines restored in a few minutes like new. 
YOU CAN SERVE TO CONSERVE TYPEWRITERS 
WITH STEN-O-FREN 
STEN-O-FREN rapidly and effectively restores the resi- 
liency of rubber platens . . . minimizes ribbon wear . . . 

battered keys . . . noisy typing. 

STEN-O-FREN MAKES OFFICE MACHINES LAST 
Its added use as a type cleaner gives a dual-purpose 
product for the price of ordinary one-purpose type 


cleaners. 
Three ounce bottles list at 50c 
Eight ounce bottles list at $1.00 


Distributed Throughout U. S., Canada and Latin America 


BAINBRIDGE, KIMPTON & HAUPT, Inc. 


218 Greenwich Street New York 
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q 
IN 22 COLORS q 


_- WITH THE NEW SMOOTH 


BRILLIANT COLORED LEADS: 


os 
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AND 


DRAWING MATERIALS 


— available for 
immediate delivery! 
Everything for the Drafting Room — 


Meet All Requirements 


‘eet. 4 Post Drafting Splines and Spline 
Offices, factories, churches, lodges, Tables W eights 
etc., are ordering Service Flags to Drafting Boards, Protractors 
honor their men in the armed Stools and Horses Drafting Machines 
forces. These flags are attractive T Squares Tracing Papers 
and low in cost. Many firms are re- Triangles 

/ feet ordering from us two and three —and hundreds of essential drafting material 

limens times a week. Why not get some available from one of the largest dais to the 

17 to # of these flags for yourself? country. 

hori- 9 COMPLETE 

vel is SEND TODAY for | 224-PAGE GENERAL CATALOGUE 

4 for Catalogue and Prices 

od tou Si: ai: iii cil nines a Write on your business 

d are is now off the press—showing com- stateomery for your copy of 

ments § plete range of sizes and prices for this illustrated catalogue of 


both Standard and Made-to-Order 
U S$ FLAGS in all sizes Service Flags. Send for your copy | 
. 


and prices. now. 
Write for our catalogue. 


Drafting Materials and 
Artists’ Supplies. 


The Departmant Store of Art Materials 
EGALIA MFG. CO., Dept. T, ROCK ISLAND, ILL. | ROWR ARTHUR BROWN & BRO. 


kkeekkkknkne KaeKKKKK KK KKK 67 West 44th St. New York, N. Y. 


CLEANER 
MAKES OUR 
TYPEWRITERS 
LAST LONGER, 


KEEP ’EM TYPING! 


Make your typewriters last for the 
duration by cleaning them regu- 
larly wth DUROL, the new liquid 
type conditioner. It assures clean, 
sharp originals and carbon copies 
with lighter touch—less calls from 
the service man. 


RELIANCE PENCIL CORP. 


Mt. Vernon, N. Y. Dept. D5 


1. MANY sri 
HUNT FACTS in< 
“Jungle” Files! *W 


Hunting facts in card files not pro- 
perly “signaled" is like pushing 
through a jungle—siow and difficult! By the systematic 
we of Cook's Steel File Signals, facts of every kind can 
be readily grouped or classified for instant reference. 
Twelve colors, types for all systems. Make your work 
easier by getting after those “jungle” files now. Consult 
your stationer. 


COOK'S STEEL FILE SIGNALS 


C. Cook ig 18 Beaver St., Ansonia, Conn. 


CLEAN TYPEWRITERS 
LAST LONGEST 
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When Esterbrook Pens 
Go Marching Off to War 


Uncle Sam and many of the Country's vital war in- 
dustries have ordered hundreds of thousands of 
Esterbrook Pens. At the same time, our aiblity to 
meet this expanding demand for our products has 
been limited by restrictions on rubber, metal and 
other strategic materials. 


Naturally, under circumstances such as these, our 
good friends and customers have found their non- 
rated orders for our products delayed while orders 
essential to our war effort are being filled. 


We appreciate the good grace with which you have 
accepted these delays. Your helpful understand- 
ing has encouraged us and we take this oppor- 
tunity to tell you that we will make every effort to 
fill your orders as quickly as government and war 
industry priority demands and our raw material 
supplies will permit. 


THE ESTERBROOK PEN COMPANY 
CAMDEN, N. J. 


bstecbrvuk 


Dy nnd Fulton line is serving today’s needs. 
Firms engaged in war production, and 
government agencies have prior right 
to the use of Fulton Products. 


Unless a Preference Rating is noted on 
your order we cannot promise delivery. 


However, to firms qualifying, we 
promise to give immediate attention, 
the best of service and the usual 
Fulton quality. 


Jutton SPECIALTY Co. 
200 Fifth Avenue New York City 
Factory at Elizabeth, New Jersey 


“It's a 
terrific 


e|| “JIFFY STICKERS" i 


For mounting photos, mounting recipes, attaching carbon copies to 
letters, putting clippings in scrap books and literally a thousand and 
one other jobs you can't beat Jiffy Stickers. They are already a selling 
sensation in stores all over the country. Come in convenient little 
books . . . over 500 stickers in a book, each perforated to tear off 
in a flash . . . gummed on both sides with fast sticking, practically 
tasteless Dextrine. Books packed 36 in conveniest self-displaying, 
colorful carton. RETAILS FOR A DIME A BOOK .. . Write or 
order from your stationer today. 


° | FELDCO LOOSE LEAF CORP. 
116 W. Illinois St. Chicago, Illinois 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


W. P. B. Limitation Order L227, definitely 
limits the quantity of wood cased pencils each | 


manufacturer may produce in 1943. 


Now is the time to economize, so select yout 
pencil carefully, choose a KOH-I-NOOR, treat 


it with care and guard it against loss. 


Long years ago, KOH-I-NOOR won its ef 
viable reputation for smoothness and long weat* 
ing qualities. These factors, always inherent if 
every KOH-I-NOOR, should influence you iff 


your choice. 
Send for free booklet. 


KOH-I-NOOR PENCIL COMPANY, INC. 


NEW YORK 


373 FOURTH AVENUE, 


| 
| 


March, 1% 


Pp 7 My Me 
; ; ‘ 
A _ FULTON 
: | 
sat : ee 
a 
ae i 
:  s sit | 
ae 7c ENEMA de \ 
aes 4d, a iy OW qa | 
¥ 4 _ - l 4 ; aoe | 
: a ove | 
| —S_ ” ver 
: Wee 4 success 
AY 
; : we? a stores are 
3 eZ : ee 
; : : fo =~ writing 
; ‘“ ‘ IN Crep - 
: eS N Wry.” y | as every SAVE 
: # . wS 
fy eS ae a day, about DONT WASTE | 
| ‘J iy ~<< the new PENCI | 
. ‘ig ce ee 
3 = . ee = 
; Pa ae 


THROUGH SUCCESS AT ARMS 


In company with all American industry, NPM 
has gone “all out” in the war effort. With 
increased manufacturing facilities, our plants 
are now producing weapons to end the conflict 
and hasten the day when peace will bring greater 


plenty for everybody. 
TEMPO Film Stencils produce cleaner copies. 
The FILM molds and holds every letter in place, 
Despite arrested production, the full NPM eliminating type-filling and cut-outs of loop 


line of mailroom equipment is available a a letters. 
to speed the mail of wartime industries. Write for TEMPO’S Trial Offer 


MILO HARDING COMPANY 


435 West Pico Boulevard, Los Angeles, Cal. 
NATIONAL POSTAL METER CO INC 416 Commonwealth Annex, Pittsburgh, Penn, 
iT) ° q 


ROCHESTER, NEW YORK 


BRANCHES AND AGENCIES IN PRINCIPAL CITIES OMYfIT 


FILM STENCIL 


LOOSE-LEAF COVERS 


Real friend-winning, money-making, 
sales volume-building, bindery labor- 
saving DUO-TANG Loose Leaf Covers 
with built-in fasteners and eyelets. 


This systematic 
and protective 
filing method 
insures utmost 
safety for sten- 
FREE SAMPLES that will sell mailed cils, at low cost. 


wig 
ae = Wee 
SWORTH MFG. CO. Waa 


200 SOUTH PEORIA STREET CHICAGO, ILLINOIS —for 50 and 
TELEPHONE © HAYMARKET 1722 


‘HEKTOGRAPHS 


ORIGINAL MAKES 
50 TO 100 COPIES  [iPeulier 


5 sizes 


times. 


Write today for 
descriptive circulars 


_ _ WRITE FOR PRICES Technygraph c. 
mi HEYER CORPORATION - CHICAGO TECHNY, ILLINOIS 
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EXTRA COPIES when you do it the | 
WRITE WAY! 


More copies from each carbon . . . 
longer wear from each ribbon. . . 
if it’s WRITE! For WRITE car- 
bon papers and inked rbbons 
give clean. clear, lasting impres- 
sions . . . of guaranteed unitorm 
character. 


Choose the ribbon or carbon spe- 
cially designed for your type- 
writer and your job! 


Send for free samples and com- 
plete catalogue of prices today. 


WRITE 


INCORPORATED 
420 Lexington Ave., New York, N. Y. @ Factory: Bridgeport, Conn. 


WORKING FOR 
MORE OUTPUT 
PER TYPIST 


Busy with War work, we still 
supply parts and service, to 
speed your typing. 


THE DAWN MFG. CORP. 


DIVISION OF THE 


AVAILABLE 
joY’ IN WOOD 


—a complete line 
for office and factory 


Office Valet Costumers and Wardrobe Racks 
—so closely duplicating former steel units 
that they make perfect ‘‘add-on"” units 
for present steel installations. 


Peterson Industrial Racks in plywood and 
hardboard construction, double locker room 
capacity. Save floor space for production 
use. Keep employees clothes ‘in press,’’ dry 
and sanitary. 5 ft. unit with lock boxes 
accommodates 12 (double back-to-back 
unit, 24). 


Write for new Industrial Catalog Sheets. 


VOGEL-PETERSON CO. 
“The Checkroom People’’ 


1818 N. Woleott Ave. Chicago, U. S. A. 


OFFICE MACHINE Fach 
@ Six Stories Of Office Maching 
@ "One Source Buying" 


tionable odor. 


@ Low Prices . . . Best Value 
@ All Machines Guaranteed 
Send for GIANT NEW FRE ran 
listing hundreds of office maching 
SAVE ON 
Addressograph Adding Machines Pho 
Elliott Calculators Ye 
Mimeograph Comptometers fo 
Multigraph Check Writers v. 
Sealing Machines Dictaphones ab 
Folding Machines Bookkeeping Machines a 
Mailing Machines Kardex, etc. Pir 
The National Exhibit of Office Machines co 
MAILERS SERVICE & EQUIPMENT CO, sa 
38-40 W. I5th St. (Mailers Bldg.) Dept. D-3 New York Cy 
Cable: MAILSERV, N. Y. E 
A DISTINCHIEN |_* 
DIFFEREN 
MASTER UW 
FASTER, aly 
MASTER UNITS ready to use wi 
finding or | 


carpons and master sheets. EASIER and CLEANER for o 
PERFECT REGISTER and BETTER REPRODUCTION of all 
on ALL SPIRIT DUPLICATORS. MORE ECONOMICAL 
using loose sheets. Keeps hands and Typeurtes Clem, 


INTED UNITS: 
can print your 


DUPLICATING FLUID -Etieire 


printing costs, 


PAIMCUREOM DUPLICATING PAPERS, 1 


= without objec- 153 West 19th St. New You N ! 


UNIVERSAL OFFICE EQUIPMENT Co. IN 
561 Broadway New Yort \~ 


“The House That Confidence Bush 


a 
: KOs >. For More and Better Copies, GRAPHIC ROLLS, inal 
: sizes, on Spindles to itt al Duplicators 
o Cloth Back—amber and alt ards rolls. 
F Hektographs and Refill composition in 
a Lithographed Containers 
Manufacturers Since 1911 
GRAPHIC DUPLICATOR CO. 473 Broadway, Nel 
OFFICE EQUIPMENT DIGEST March, 198 
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U.S. PAT. OF FICE. 


The Best CE By Every Test 


Photos Stay in Place with NuAce Mounting Corners 


You will find NuAce Mounting Corners ideal iu < 
easing photos, clippings, stamps _ ‘ ——= a power apn b> ma 
YV-Mail. NuAce Mounting corners are avail- YA SN : effect \ 
able in ten colors PLUS the new Red, White, saat Nees 3 —_ to me a number 
and Blue Victory mounting corners and Baby [iim 2 : ; ae ° rig note . a 
Pink and Baby Blue. Send 10c for package Saw oe and fraternal orga is 


—. 100 mounting corners and free panini eather a . F Send for details and prices. 
sample @ Regular Jualer, : - 


Seni SE «= |NTERNATIONAL BRONZE 


vory, G - ' é 
5 GOULD STREET READING, MASS. : 36 E. 22nd St., New York City 


._ Doubles Phone Efficiency 
THE VICTOR & HOLD -THE- PHONE 
A Better Wood File 


Both hands are free for making notes, handling 
papers, searching, figuring and smoking ios when annie 
a telephones are fitted with this resilient device. 

Hardwood Throughout -” ; Easily attachable and adjustable Speedie up long 


distance calls and adds to user’s comf 
Easy-running Suspension : oe ee 
Fine green enamel finish mek ecche® Cay ee oe 


lay. It soon pays for — in 
Attractive plastic pulls ‘ si — on = 


cause it permits * 
fisted’’ telephoning. Retails 60c. 


Not « makeshift built for “the duration", 3 Distributed by Bainbridge, 
but » sturdy efficient file for ; tribated by Baink 
lifetime Game _ = Kimpton & Haupt, Inc. 


Write today for details. : 218 Greenwich St., 


New York City 
THE VICTOR SAFE & EQUIPMENT CO., INC. 
SOS SS HOLD-THE-PHONE Simms Building 


The quality line with consumer appeal. ‘‘More POWER to Y ou!’ with 


© DRAFTING KITS DRAFTING TABLES N ARD 
STRAIGHT EDGES 


® PROTRACTORS 
® TRACING PAPERS SANDPAPER PENCIL POINTERS 


. 
* 
: Standard Staple R 
® LETTERING GUIDES © INK-OUT taple Kemover 
® ERASING SHIELDS © ADHESIVES tan P ” 
® TSOUARES © TYPEWRITER CLEANERS No. 150—5 

ANGLES @ TYPEWRITER OIL 

@ TYPEWRITER KITS Multiplies Manual Power 

Removes largest staples easily. 
Prices and delivery dates on the above items will be Saves broken fingernails. 


: Does not tear paper. 
gladly eS ee eee. Spring action, light, strong, handy. 


CARDINELL CORPORATION | | sx"wse"sscecawser'so(f 


MONTCLAIR NEW JERSEY, U. S.A Stationery Tool Division 


New Haven 


Spe anal sie: * 
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RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. MOORE PUSH- PIN CO., 113-25 BERKLEY ST. PHILA. 


UBSIDIAR¥Y OF JOSEPH DIXON CRUCIBLE COMPANY Makers of Famous Moore Push-Pins —Push-less Hangers since 1900 


OFFICE EQUIPMENT DIGEST 
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H. M. GUSTAFSON R. A. WEISSENBORN 
Victor executive At National Pencil's new 
joins WPB. 


VICTOR EXECUTIVE APPOINTED TO 
WASHINGTON POST 


Harry M. Gustafson, treasurer and director of the 
Victor Adding Machine Co., has accepted an appointment 
as assistant to the director of the Controlled Materials 
Plan of the War Production Board. Mr. Gustafson was 
given a leave of absence by the company and took over 
his new duties on January 18th. 

Mr. Gustafson’s contributions to the Victor Adding 
Machine Co. in connection with the many financial prob- 
lems entailed in the complete conversion of the company’s 
normal peace-time activities to all-out war production were 
of the greatest value. His assistance in formulating the 
company’s Buehler Employee’s Security Fund helped to 

make it one of the most outstanding programs of its type 
| in the country. 

Mr. Gustafson brings an unusually well-rounded back- 
| ground of management experience to his new job. Prior 
to his association with Victor, he served as president of 
Wilson & Bennett and before that was vice-president of the 
Northern Trust Co. of Chicago. 


NATIONAL PENCIL CO. 
OPENS NEW YORK OFFICE 
For the convenience of its customers in the Easten 
territory, an office has been established in New York (jy 
by the National Pencil Co., of Shelbyville, Tenn. 
R. A. Weissenborn, eastern sales manager, is at the ne 
office which is at 220 Fifth Ave., in the heart of the sy 
tionery district. A full line of samples is on display 
including black lead pencils, thin lead colored indeljh, 
crayon, copying, and others. 


HARRY A. GRUBE SETS RECORD 
The Brooklyn Chapter of the National Associatim 
of Cost Accountants reports an attendance record that} 
believes no similar organization can excell. 
Harry A. Grube, a member of that organization, hy 
been present at every meeting for the past ten years, 
Mr. Grube is a charter member, past president, ay 
member of the board of directors of both the Brooklp 
Chapter and the National organization. He is treasure 
of the Intertype Corporation of Brooklyn. 


ALL ABOUT PLASTICS 

“Plastics,” by J. H. DuBois, recently published by 
the American Technical Society, Chicago, is arousing 
attention among all interested in the present and th 
future of these modern materials for an endless number ¢f 
uses. 

The author, a sales engineer in the General Electric 
plastics department, employed at the Fort Wayne, Ind 
factory, in the course of his work as a sales engineer over 
the past fourteen years has found a need among the user 
of plastics products for a concise summary of the types 
properties, and uses of plastics. The purpose of his book 
is to provide in one convenient place a broad but detailed 
summary of the entire plastics industry. 


A We cetinne Duty... 


To your country and to yourself is to get the longest possible life 
from your Typewriter Ribbons and Carbon Papers. One way to 
insure this is to specify a reliable long-service brand like the 
Mittag and Volger “Plenty Copy” or “M and M.” Utilizing both 
tracks of a single-color ribbon, reversing carbon paper topside 
down when worn and other such ideas “conserve without cur- 
tailing” business procedure. Ask M & V about other “conserve 
without curtailment” methods. 


MITTAG . & .VOLGER 
-PARK. RIDGE NEW JERSEY 
Ménufectuners of \NKED RIBBONS ond CARBON PAPERS 


; =—=These convenient branches to serve you faster and better — 
bs CHICAGO BOSTON ST. LOUIS KANSAS CITY SAN FRANCISCO LOS ANGELES 


See page 22 for Index to Advertisers 


-— 
ae: i : a 1 a 
=, i i: A tc) net 
iZ 2. $ . a 4 / 
a < és 
: a OvEKR PLEDGE; Loy? ang — — “Mt 
at 4 } Ww-OF fre. . Gt foalect,, 0-cfterakon . wy 
ee ol i Ms i cin an fe Tp tin wan Coen 
ea 4... tebavrel,, 1 perfects, Lopenl work? 
oe —— ° 
Ne | ; - — — depvice / . Z / 
F; 4 : regs 4 " : 
- we) 
y — 
ae f 52 | ee March, 198 


Pe aye 


EQ 


iP MENT CORP. | 
SECURITY 7 eee 


An Immediate Success 


SECURITY'S 


Linc 


Introduced but a few short months ago, 
the Wood Line by Security has already 


gained enthusiastic approval. Our back- 


ground of 25 years’ experience in the 
manufacture of office furniture, has 
again proved itself. The quality, design, 
efficiency and appearance on which our 
reputation is based, are important fac- 
tors in the prompt acceptance which has 
been accorded the Wood Line by Security. 
It merits your confidence. We shall be 
glad to send you our new catalogue which 


gives complete details and specifications. 
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Carbines are now 


in mass production by 


Note the 


CARBINE... 


“ ..increases fire power 33°!” 


“After 35 years, the Army goes from the pistol 
to the carbine . .. The Winchester carbine is 
rated high, and is judged to increase the fire 
power of the infantry regiment by 33 per cent.” 

As reported by a prominent news magazine 


“All the men and officers in the infantry who 
have been armed with the pistol will carry 
the carbine instead . .. We believe it to be a 
weapon of great merit...” 

ROBERT P. PATTERSON, Under Secretary of War 


The same manufacturing ability that has made 
Underwood Elliott Fisher typewriters, adding 
and accounting machines famous through- 
out the world, is now being applied 
to the production of carbines. 


TO OUR MILLIONS OF VALUED CUSTOMERS: TYPEWRITERS—New and used typewriters 
are sold only to the U. S. Government for the armed services. You may rent 
used machines under Office of Price Administration regulations. 


ADDING AND ACCOUNTING MACHINES—New Machines are available under War 
Production Board regulations. We have been able to assist many of our 
customers with their accounting problems. 


RIBBONS, CARBON PAPER, ETC.—We may sell ribbons, carbon paper and other 
supplies for all types of office machines without restriction. 


MAINTENANCE—Our maintenance service is in complete and efficient opera- 
tion from coast to coast to help you keep your Underwood, Elliott Fisher and 
Sundstrand machines operating efficiently and we are permitted to manufacture 
the necessary parts. 


Underwood Elliott Fisher Company seein 


Former and future makers of Typewriters, Adding and Accounting Machines 


Buy More War Bonds 
To Shorten The Duration 
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